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AT THE HORSE SHOW .. . you've 
chosen the costume that creates the 
most flattering impression . . . no doubt 
about it! 

IN YOUR TYPING . . . appearance 


counts aplenty, too. That’s the reason 
the secretary—whose aim is pleasin’-— 
selects Columbia Ribbons and Carbons. 
She knows her correspondence will be 
tastefully correct! 





*TRADE-MARK REG. U.S. PAT. OFF. 


RIBBONS AND CARBONS 


CLASSIC* SILK GAUZE* MARATHON* COMMANDER* PINNACLE* RAINBOW* DH & D* TITAN* 


COLUMBIA RIBBON & CARBON MANUFACTURING CO., INC., GLEN COVE, N.Y. « COLUMBIA RIBBON & CARBON PACIFIC, INC., DUARTE, CALIF. 
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ALIVE 
AFTER 


thanks to her REMINGTON‘ Electric Typewriter 


And no wonder—electricity does the work—helps 
today’s smart women of letters turn out such truly 
beautiful work in so little time, with so little effort 
and so pleasing to the boss. 


Remington. Fearn 
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Miss Clare H. Jennings 





Adding Color to the Rainbow 


of our Personalities 


MB Despite Mr. Shakespeare’s admoni- 
tion that 

“To gild refined gold, to paint the lily, 

To throw a perfume on the violet, 

To smooth the ice, or add another hue 

Unto the rainbow, or with taper-light 

To seek the beauteous eye of heaven 

to garnish, 

Is wasteful and ridiculous excess.” 

(King John) 
we selected for our 1958 Convention 
theme a group of words which seem to 
say we aim to improve upon perfection. 

But let us consider the words in an- 
other light. The rainbow appearing in 
the sky takes a while to reach its crest, 
and it does not arrive at full beauty 
unless certain conditions are present. 
The degree to which these conditions 
exist controls the intensity, the depth, 
and the visibility of this lovely and 
stirring phenomenon. 

How applicable, now, we find the 
expression to ourselves. The rainbow of 
our personalities takes color from our 
hopes, our aims, our capabilities, our 
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Mrs. Winifred Hillyer 








Mrs, Elizabeth Roper 


constancy, our loyalty, our willingness 
to give beyond that which is required. 
Those qualities without ourselves are 
the conditions which bring about our 
personal rainbow—the lovely and stir- 
ring personality we wish to hold up to 
view. The degree of the depth and truth 
of those qualities within us intensifies 
the luster of our personality, the bril- 
liance of the rainbow we present. 


The benefits of our membership in 
NSA will heighten the qualities which 
give color to our personal rainbow. The 
programs and activities of the 1958 
Convention were planned for the pur- 
pose of adding color to the rainbow— 
to the rainbow of our personalities! As 
we carry out this theme in our regional 
and district conferences this: fall, and as 
it is developed in our other programs 
throughout the year, we will be brought 
to realize even more how much our 
membership means to us—provided we 
respond to the opportunities offered 
to us. 


Mrs. Evelyn 6. Day 





Miss Carolynne J. Schutz 





Mrs. Marie E. Bishop 









Miss Ethel Ambler 
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Mrs. Edna J. Pickard 

We are members of an international 
Association whose avowed purpose is to 
elevate the standards of the secretarial 
profession. This can be accomplished 
only through the elevation of the stand- 
ards of those in the profession! Back in 
the sixteenth century, Francis Bacon 
said: “I hold every man a debtor to his 
profession; from the which as men of 
course do seek to receive countenance 
and profit, so ought they of duty to 
endeavor themselves by way of amends 
to be a help and ornament thereunto.” 
Theodore Roosevelt put it into modern 
language when he said: “Every man 
owes some of his time to the upbuild- 
ing of his profession.” 


You and I have a profession; many 
of us didn’t have when we started our 
employment as secretaries, because we 
began before secretaryship was recog- 
nized as a profession. Our founders 
made the claim of professional status 
in 1942; during the ensuing years the 
members of our Association worked to 
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earn the right to that claim. We belong 
to an Association which has done a re- 
markable amount to open the doors into 
the higher echelons of business for the 
woman who is above average in her 
performance. We have established the 
basis for such designations as “execu- 
tary,” “administrative assistant,” and “ex- 
ecutive assistant,” all still in the secre- 
tarial field—and quite a few of us have 
attained those ratings. 

This is quite an Association to which 
we belong—and it puts quite a re- 
sponsibility upon us. One NSA chapter 
leader has said: “In becoming members 
of NSA we gave up the status of those 
who are not helping in the effort to 
further our profession.” As we respond 
to our opportunities for progress in our 
profession, through our NSA activities 





OH. TO BE BACK 
AT MY 
TYPEWRITER! 








Yes, and think of all the pleasurable mo- 
ments that she’s missing by not using the 
best in typewriter papers—SPHINX ... 


and through our daily performance on 
our jobs, we will find enrichment of 
those qualities which form our personal 
rainbow, and we will, indeed, be adding 
color to the rainbow! 


A PAPER FOR EVERY 
OFFICE USE! 











| ON OUR COVER . . . Clare | 
| H. Jennings presents NSA award 
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SAXON PAPER CORPORATION 


to Vice President Richard Nixon. 
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“Out, Damned Spot, Out!...” 


Even Spirit Away could not have removed the imaginary 





hand stains Lady Macbeth tried so futilely to wash away. 
But when it comes to those real stains that office help is 
heir to—from Spirit Carbon to Mimeograph Ink—then) 
Spirit Away does all its name implies. Stain¢ disappear 
quickly, leaving hands clean and smodthyand lightly scented. 
And with Spirit AWay\there’s no more sharing the cream 
jar ordube with othiers> Each Spirit Away sheet is individual 
(ond personal, Wsed once only and then thrown into the 
basket. Yé it is more economical and much easier to use. 
( Spirit Away is another Kee Lox first to make office life 
more efficient and more pleasant. Send for your samples 


today. Adjoining coupon included for your convenience. KEE LOX MANUFACTURING CO. 
Rochester 1, N. Y. (Dept. TS) 


We would like to try the new Spirit Away hand cleaner. 
Send free samples to 


Please attach to company letterhead. 


Made Only by 


(Name) 
KEE lox; MANUFACTURING COMPANY 
CARBON PAPERS AND INKED RIBBONS (Firm) 


ROCHESTER 1, NEW YORK 














(Address) | 











Retiring Dean Inez Ray Wells 


@ Congratulations to the new CPS’s! 
It is a pleasure to welcome you to the 
ranks of Certified Professional Secre- 
taries. 


Some CPS’s have examined the pur- 
poses of the CPS program as stated in 
the brochure, Certified Professional Sec- 
retary, and have asked, “Are we really 
accomplishing these purposes?” The 
purposes relate, you may remember, ¢o 
the secretary and are aimed at improve- 
ment of secretaries and of the status of 
secretaries; #0 management and are 
aimed at helping the employer find 
better secretaries and also at making 
him aware of the fact that a Certified 
Professional Secretary has had to prove 
herself (or himself) in certain areas 
included in the examination; to schools 
and are aimed at helping them develop 
better programs for the preparation and 
upgrading of secretaries; and to research 
of two kinds: that done by the Institute 
through its Research Committee for the 
purpose of maintaining standards and 
improving the examination and that 
done by persons who are not on the 
Institute in areas relating to the exam- 
ination. 
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New Dean George A. Wagoner 


Within the last two months, three 
additional requests for clearance on pro- 
posed research have been received and 
forwarded to the Research Committee. 
Numerous requests have been received 
throughout the year from educational 
institutions that are desirous of initiat- 
ing or improving secretarial programs. 
Help has been given them by acquaint- 
ing them with the areas of concern to 
a secretary and the types of programs 
used by other educational institutions. 


Proposals are being examined by the 
Institute that should result in further 
acquainting management with CPS and 
NSA through services rendered to man- 
agement. The proposals will require the 
cooperation of chapters and members 
of NSA, including CPS's, thus providing 
for CPS’s continued opportunities for 
growth through service through NSA. 


One of the speakers at the Minne- 
apolis convention stressed working with 
people, as opposed to setting ourselves 
apart from them, as an effective method 
of getting desired results. That, I be- 
lieve, would be a good motto for CPS’s: 
work with and through NSA to improve 
the status of secretaries. 


May I thank all of you for your co- 
operation during the year. It has been 
a pleasure to serve as your dean. And 
it is indeed a pleasure to introduce to 
you George Wagoner, the new dean of 
the Institute for Certifying Secretaries. 

° e * 
MBI appreciate the honor and privilege 
of serving as your Dean for this coming 
year. Having served on the Institute for 
the past four years, I realize the re- 








sponsibilities entailed in this position. 
The poise, orderliness, and thorough- 
ness with which Dr. Wells has handled 
the job of Dean is a pattern which I 
will try to follow during my term of 
office. 


The representatives on the Institute 
from management, the secretarial field, 
and education are not only held in high 
regard by the members of their respec- 
tive professions, but they are known to 
be persons who give generously of their 
time to a cause in which they believe. 
They make up an excellent team with 
which to work during the next year. 
Some of the phases of the CPS program 
to which they will give special attention 
this year are: (1) aiding college fac- 
ulties in providing more and better edu- 
cational programs for secretaries, (2) 
determining more specifically the values 
derived from the earning of the CPS 
certificate by the 1,466 who have been 
certified since the program began in 
1951, (3) increasing the recognition 
by management of the values of the CPS 
program. 


As head of a department which pre- 
pares secretaries as well as business 
teachers, I have personally received 
much value from my contacts with mem- 
bers of the secretarial field through 
various chapter meetings, division meet- 
ings, regional and district conferences, 
and two Association conventions. I look 
forward to the opportunities of increas- 
ing my activity with NSA groups in my 
efforts to further the CPS program. 


(Continued on Page 36) 
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In every important category of measurement: 
speed, ease, quality of typing and servicing costs 
—the new Royal will outperform any electric type- 
writer made. 

And why not! It’s made by the people with the 
most typewriter know-how. Every feature of this 
truly incredible machine was designed with a pur- 
pose ...to help you produce more and better work 
with Jess effort. 

And your boss can interpret Royal’s superiority 
in terms of dollars and cents, money in the bank, 
because of time and energy it saves. 


What’s more, this new Royal Electric is a won- 


uts wing's on your fingers and money in the bank... 





he incredible new ROYAL ELECTRIC! 


derful morale builder. Its streamlined beauty fits 
comfortably into any surroundings. 

Why not ask the boss to try out a Royal Electric 
in your own office. Your Royal man will be happy 
to arrange a demonstration and free trial. 





Only Royal offers ‘‘Twin-Pak,” 
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the instant changing ribbon that hands never touch! 


QYAL electric 


Product of Royal McBee Corporation, 
world’s largest manufacturer of typewriters 





Vice President Nixon’s 





@ I have appeared in this room before 
in the Leamington Hotel, but I must say 
that I have never been quite so over- 
whelmed by a reception that I have 
received and that Mrs. Nixon has re- 
ceived with me. Certainly I can say that 
there are various keys to the city and 
plaques that I have received because of 
the position I hold around the world 
and in the United States, but I think 
there is not one of them that moves me 
more than this one, because it comes 
from a very important audience. To 
indicate to you how important I think 
this audience is—I should make it a 
point that this is a non-political state- 
ment because I am not running for 
office this year. 

We often hear of the indispensable 
man. This man is indispensable and this 
man, and the other man, because he 
holds a particular position in business 
or in some agency of government. I 
suppose there are some indispensable 
men, but I can say that there has prob- 
ably never been gathered in one room, 
more indispensable people than there 
are in this room today—+the secretaries. 

Having said that, I of course would 
like to say that I had married my sec- 
retary. I know that sometimes happens, 
but I can come fairly close to it. As 
some of you may know, Mrs. Nixon, 
although she was not my secretary, was 
an expert stenographer when I first met 
her. So expert, in fact, that she taught 
commercial subjects in high school, and 
for that reason I have a particular ap- 
preciation for the work that you do. 
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Ihave also been trying to think of 
what would be appropriate to say to you 
about your work and the thought oc- 
curred to me that perhaps the point you 
would be most interested in is what I 
would say are the major qualifications 
of a top secretary, like the ones in this 
room should have. I would list them 
perhaps in different order than some. 
I would like to begin by excluding some 
qualifications that many in the general 
public might say were essential in a 
top secretary. 

You know we often hear that all that 
you have to have in a secretary is beauty. 
She can be beautiful and dumb, but she 
just has to be beautiful. I don’t need to 
tell you there is nothing quite as imac- 
curate as that. I can only say as far as 
I am concerned (and I know it is true 
of all of those for whom you work) that 
when you consider this element of 
beauty, a number of things go into it. 
Certainly when you consider that if a 
person who is a secretary may be beau- 
tiful but not proficient, she can be the 
most homely woman in an office, I can 
assure you of that. On the other hand, 
a secretary who might not be perhaps 
as long on looks, but who is long on 
brains, can be the most beautiful woman 
in an office, I can assure you of that. 
Beauty is made up not only of the per- 
sonal appearance of which you are well 
aware, but also of the proficiency and 
the quality which is the more important 
of the two elements going into this in- 
tangible something we call beauty. 

Then, of course, we hear a lot of talk 





NSA Award Acceptance 


to the effect that a personal secretary 
has a glamorous job. This is a very 
glamorous job because you work for 
men who do interesting things—you can 
take long lunch hours and meet inter- 
esting people. You go to interesting 
parties at night to which you are invited 
because of the position you hold. And 
in that connection I can say from the 
experience that I have had, the top sec- 
retary may be a glamorous person— 
usually is. But as far as her job is con- 
cerned, when you balance the glamour 
against the hard work, the glamour is 
a very, very small element. As all of you 
know, the major secret for success of 
anybody in any profession is not only 
proficiency, but the willingness to work 
long and hard and to do the little things 
as well as the big, important things. 
Hard work and devotion and dedication 
are more important than glamour. 
Now having ruled out at least these 
two considerations, or at least putting 
them into their proper perspective, 1 
suppose what comes to your minds is: 
what things are important? I am no 
expert in trying to analyze just what 
might be the important qualifications 
of a top secretary. We always think in 
terms of our own personal relationship 
to those we have known who might 
have this position. In listing these var- 
ious qualifications, I wouldn't put one 
above the other—I would just list them 
all as those that you take into considera- 
tion in determining whether or not the 
individual measures up to this tremen- 
dously important, indispensable position. 
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Test and discover the lighter touch 
and livelier action that means more 
typing speed, greater typing ease! 
More typing freedom, more typing speed on the new 
Smith-Corona Secretarial Typewriter! New Speed Booster 
accelerates every stroke with less typing effort, makes the 
keyboard come alive—actually gives greater typing ease. 
And Smith-Corona’s Accelerator Action also brings you 
a marked improvement in typing quality! Each character 
prints the same clear, crisp impression — gives a uniform, 


professional appearance to every page of every typing job. 
Discover for yourself the light, lively touch, the crisp, 
clean write of Accelerator Action on the new Smith- 
Corona Secretarial. Telephone your local Smith-Corona 
representative for a demonstration or a ten-day trial in 
your own Office today! 
LOOK AT THESE FXCITING SECRETARIAL FEATURES! Clean, Modern 
Appearance * Seven Decorator Colors * Rugged Construction 
Exclusive Total Tab Clear Lever * Exclusive Half Space Key 
Instant-Set Margins * Exclusive Page Gage. The new Secretarial 
is available in fabric and carbon ribbon models, in a complete 
range of type styles and carriage widths. 


THE NEW Smith-Cor OMNa@ SECRETARIAL 








First of all, technical proficiency is 
absolutely essential. A secretary can be 
glamorous, she can be beautiful, she can 
have a striking and glowing personality, 
but if she can’t take shorthand and type 
and bring it back the way that you gave 
it—if that is her particular assignment 
as a top secretary—then she will find 
that pretty soon somebody else will re- 
place her in that position. So, unless she 
can find someone else that can do it 
and can convince the boss that she 
shouldn’t do it, she does have to have 
technical proficiency. 


I am not speaking just of typing and 
shorthand, because I realize that in this 
room there are many who have other 
responsibilities than that. I am simply 
referring to the fact that doing an effi- 
cient job—and I emphasize again doing 
well things that may seem unimpor- 
tant—I think makes as great an impres- 
sion on me as anything that I would 
know in rating the people in my office. 
This is particularly true of the one who 
holds the top secretarial job. 


Beginning with that, we must have a 
lot of other elements. There are many 
people who will work hard, many people 
who are technically able, but there are 
other qualifications which only a few 
have. Those are the ones who go to the 
top—who don’t end up running ma- 
chines or filing. One of the top ones 
is, of course, a sense of humor—a sense 
of humor particularly at those times 
when difficult decisions are made and 
when the boss needs a letdown and some 
relaxation—and that indescribable sub- 
stance called diplomacy. Many of you 
would probably make very good ambas- 
sadors abroad, probably better than some 
we have. When I speak of diplomacy, 
I would add another element which is 
related to it. It is very helpful, as I have 
indicated, for a top secretary to be highly 
intelligent; as a matter of fact, she can 
be smarter than her boss. Sometimes it 
is helpful to be smarter, but it is more 
important that she not let him know 
she is. 

Add to these elements I have men- 
tioned the fact that a top secretary of 
course must have the loyalty, the devo- 
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tion, which added together spell the 
discreetness which is essential. Because 
if the boss can’t confide in his secretary 
with regard to the most confidential 
business matters without any fear that 
it might leak out at a cocktail party or 
luncheon, or to the girl down the hall, 
or to someone else, then, of course, that 
person is not rendering the service the 
boss needs. 


These are all elements that are im- 
portant, and I know everybody in this 
room has them to the ultimate degree, 
because you have reached the top of 
your profession. I am delighted that an 
organization has been set up which 
recognizes that people who have these 
remarkable qualifications are something 
more than simply the technicians whom 
you can hire by the dozens or hundreds, 
as the case may demand. We have 
CPA's, lawyers, doctors and engineers— 
all of them with their various associa- 
tions, and all of them have special train- 
ing and should be recognized for the 
training which they have. I can assure 
you that top secretaries are rare indeed. 
When one finds one you are indeed, as 
I have indicated, the most fortunate 
man or boss in the world. 


One final element I would add in 
using the term “boss.” It is necessary 
sometimes for a top secretary who 
knows her boss particularly well, as she 
should, to sometimes guide him or in- 
fluence him in his action. This, of 
course, is a very touchy and difficult 
situation, because she must know when 
it would be proper to do so, and when 
it would not. You must never forget 
there can be only one boss in an office, 
and we all know perhaps a “bossy” sec- 
retary is one a boss would greatly resent. 


So having mentioned these qualifi- 
cations—and I know there are many 
others you can add—may I say to you 
again how honored I am to receive this 
award. I can only say that the one to 
whom it should go is my secretary. 





new chapters 


Madison Chapter 
Madison, Wisconsin 
(Installed June 10 by 
Milwaukee, Wisconsin) 


Mrs. Jean Atkins, President 
22 Sherman Terrace 
Madison, Wisconsin 


Glendora Weber, Vice President 
656 East Gorham Street 
Madison, Wisconsin 


Mary O'Connor, Corresponding 
Secretary 
1819 Keyes Avenue 


Madison, Wisconsin 


Barbara J. Rubendall, Recording 
Secretary 
122 East Gilman Street 


Madison, Wisconsin 


Mrs. Ramona H. Eberhart, Treasurer 
3516 Furey Avenue 
Madison, Wisconsin 


Resort City Chapter 
Mineral Wells, Texas 
(Installed May 24 to 
be effective June 1 

by Fort Worth, Texas) 


Mrs. Muriel Nevius, President 
Baker Hotel 
Mineral Wells, Texas 


Mrs. Kathryn McClintock, Vice 
President 

First National Bank 

Mineral Wells, Texas 


Mrs. Melva Lee Spivery, Secretary 

Palomino Horse Breeders of 
America, Inc. 

First National Bank Building 

Mineral Wells, Texas 


Mrs. Phyllis Everly, Treasurer 
607 S. E. 21st Street 
Mineral Wells, Texas 
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Park-Plaines Chapter 
Des Plaines-Park Ridge, Illinois 


(Installed June 25, by 
Chicago, Illinois) 


Loretta Daum, President 
Universal Oil Products Co. 
30 Algonquin Road 

Des Plaines, Illinois 


Gloria M. Boye, Vice President 
City of Park Ridge, City Hall 
102 North Northwest Hwy. 
Park Ridge, Illinois 


Elagene F. Ketrell, Secretary 
6823 Northwest Hwy. 
Chicago, Illinois 


Leona Weight, Treasurer 
714 Lee Street 
Des Plaines, Illinois 


Norwich Chapter 

Norwich, New York 
(Installed May 28, by 
Syracuse, New York) 


Mrs. Ella B. Getchell, President 
62 Fair Street 
Norwich, New York 


Betty King, Vice President 
37 Eaton Avenue 
Norwich, New York 


Emelia Taranto, Secretary 
139 East Main Street 
Norwich, New York 


Virginia A. Taranto, Treasurer 
139 North Broad Street 
Norwich, New York 


McComb Chapter 
McComb, Mississippi 
(Installed July 10, by 
Jackson, Mississippi) 


Ruby Ellen Tipton, President 
Box 286 
Fernwood, Mississippi 


Mrs. Elizabeth T. Conn, Vice President 
210% State Street 
McComb, Mississippi 
Mary Elizabeth Smith, 
Corresponding Secretary 


535 North Cherry Street 
Magnolia, Mississippi 


Mrs. Carolyn M. Dalferes, Recording 
Secretary 

Box 205 

Gloster, Mississippi 


Mrs. Flavia Goza James, Treasurer 
703 Pennsylvania Avenue 
McComb, Mississippi 


A Verifax Copy has that ‘‘letter- 
head feel’’—is not tissue-thin 
or glossy. It’s dry . . . ready to 
use, file, or mail as soon as it’s 
made. And it’s as lasting as 
any typed record. 


You get these more usable copies fast 
as you need them with a Kodak 
Verifax Copier. 5 copies of anything in 
1 minute for just 2 ¢ each! And what’s 
mighty important in business, too, 
these copies are complete and accu- 
rate. Signatures, notations made 
with any pen, pencil, crayon— 
even those purple duplicator copies 
—are a snap to copy. 





As for versatility, no other copier 
comes close to matching a Verifax 
Copier: You can make copies on 


<0 a elaao me a ar ODIs MAIL COUPON TODAY ...---+-++eeeeeee 
EASTMAN KODAK COMPANY, Business Photo Methods Division 


343 State Street, Rochester 4, N. Y. 


Gentlemen: Please send free copy of your new booklet, 
‘Versatile Time-Saver for Busy Offices.” 


Name. 


You can tell a Verifax Copy 
blindfolded}. | 





Verifax Regent Copier, letter size, costs only $240. Other models $99.50 to $425. 


both sides of a sheet, on card stock, 
on printed office forms, on trans- 
lucent ‘‘masters’’ for use in white- 
print machines. You can even make 
an offset master in 1 minute for less 
than 20¢ with a simple adapter. 
Free booklet describes 107 uses in 
thousands of offices—shows how 
savings in typing and dictation alone 
can pay for your Verifax Copier the 
first month. Mail coupon or call 
Verifax dealer, listed in ‘‘yellow 
pages’’ under Photocopying or 
Duplicating Machines. 


Prices quoted are manufacturer's suggested prices 
and subject to change without notice. 


[erifax Copying 


DOES MORE... COSTS LESS... 
MISSES NOTHING 
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Position 








Company 


Street 





City State 


















™ Trademarks Reg. U.S. Pat. Off. 


Ol Seno 


makes dictation so easy to read and write... 





NEW 


The new NOBLOT STENDO is a secretary’s best friend. Extra 
and 60% longer. 
as you write. Looks and 


fine ball point writes clear, neat notes... 
Extended ball cartridge lets you see— 
feels like a pencil. Beautiful blue pearl polish finish. Brilliant 
blue ink color. The new STENO has all the famous features of 
the NOBLOT Desk Pen: 


NO LEAK, NO SMEAR, NO FADE, NO TRANSFER ‘3 ) 
Less in quantities 


Since 1849 


EBERHARD FABER 


WILKES-BARRE, * NEW YORK * TORONTO, CANADA 








Secretary 
of the Year 


W@ Poised and serene midst the excite- 
ment, Mrs. Genevieve B. Bell, CPS, rep- 
resentative of the Oregon Trail Chapter, 
Portland, Oregon, was crowned 1958 
Secretary of the Year at the Thirteenth 
Annual Convention in Minneapolis. 





A secretary since 1934, forty- 
four-year-old Genevieve works for a 
plastic surgeon. Her husband, Keith, is 
a college professor. 





Her educational background includes 
three and one-half years of college 
Washington and Oregon, CPS refresher 
courses, Christian Education Leadership 
Training Courses, and training in X-Ray 
work, 

She has worked in the legal and in- 
surance fields, in industry, government, 
investments, and medicine. She was 
employed for ten years as secretary, 
bookkeeper, officer manager, and part- 
time X-Ray technician by a partnership 
of orthopedic physicians and surgeons. 

Genevieve passed the CPS examina- 
tion in 1957. She authored an article 
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(Below) The new SOTY was 
greeted at Portland Interna- 
tional Airport, upon her re- 
turn from the Minneapolis 
convention, by, from left to 
right, her boss, Dr. Verner 
Lindgren; Roy Vernstrom, 
director of the Portland 
Chamber of Commerce; 
Charles Leon, Royal Rosarian, 
who presented a bouquet of 
roses; Francis Ivancie, execu- 
tive assistant to the mayor, 
who presented a key to the 
city; and Keith Bell, her hus- 
band, who came down from a 
mountain lookout to present 
her with another bouquet. 
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(Left) 


which appeared in the April issue of 
THE SECRETARY. 

She was chosen on the basis of educa- 
tion, experience, appearance, and her 
answers to questions from the three 
judges, Dr. Margaret E. Andrews, con- 
sultant in business education and place- 
ment for the Minneapolis public schools; 
John K. Ewing, assistant vice president 
of the First National Bank; Marshall 
Diebold, vice president and director, 
Northrup, King & Company. 

Her definition of a professional sec- 
retary is “one who is elevated from the 
stenographic class, has managerial duties 
in the firm and a voice in decision and 


ef \ (Below) 
‘ Finalists in the SOTY contest were, left to right, 
Mrs, Athena Bates, Mrs. Genevieve Bell, 
Jeanne V. Kurtz, Minetta A. Miller, 

Jean M. Teson, and Mrs. Doris D. Winner. 


Mrs. Genevieve Bell receives the 

SOTY crown from last year’s SOTY, 
Mrs. Ruth Clemence LeMay. 
International President Clare Jennings is 
standing at Mrs. Bell’s left. 





the carrying out of policies. She is part 
of management of the company—she is 
the bridge between management and 
personnel—the shock absorber.” 

Second place winner was Mrs. Athena 
Bates, CPS, representing the Satellite 
Chapter, Canoga Park, California. Third 
place went to Minetta A. Miller, CPS, 
representative of Denver Chapter (Colo- 
rado). Other finalists were jeanne V. 
Kurtz, CPS, Santa Monica Chapter 
(California); Jean M. Teson, CPS, Fort 
Lauderdale Chapter (Florida); and Mrs. 
Doris D. Winner, CPS, Houston Chap- 
ter (Texas). 
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Pre-banquet photo, 1958-59 International Board of Directors. From left to right they are: 


Ethel Ambler, secretary; Mrs. Winifred Hillyer, Northwestern Vice President; 
Mrs. Evelyn Day, Great Lakes Vice President; Mrs. Edna Pickard, treasurer; 


Carolynne J. Schutz, Northeastern Vice President; Mrs. Elizabeth Roper, Southeastern 


Vice President; Mrs. Marie Bishop, Southwestern Vice President. Seated is Clare H. 


Jennings, International President. 





“Take Note of the Secretary” 


by Clare H. Jennings 


International President 


Mi Secretaries have been around for a 
long time, and there have been some 
famous ones, even in the days of antiq- 
uity. One secretary, long since deceased 
of course, has even been canonized. 
But, it seems that secretaries, sud- 
denly, are becoming noteworthy, not as 
individuals but as a class, as members 
of a profession. “Cultivate that lady 
behind the typewriter; she may be the 
secret of your success,” admonishes a 
writer in the current issue of a leading 
magazine for men. “How to Hire, 
Handle and Hold a Good Secretary” 
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was the title of an article which ap- 
peared in a recent issue of a magazine 
beamed at management. 

Just a year ago a staff reporter for 
a business journal that is required read- 
ing for many executives and their sec- 
retaries, visited our convention and 
interviewed a number of our members. 
His subsequent article indicated that 
through these interviews he became 
aware that the functions of a secretary 
entail “more than mere note-taking and 
typing.” Most of us have been well 
aware of this for years, but listen to the 


way it struck that reporter: “This chang- 
ing concept of secretaries and their 
duties is part of an ideological revolu- 
tion sweeping through the secretary 
corps. Like most upheavals of this sort, 
the results are often startling—and 
sometimes alarming.” But, most bosses 
and all secretaries don’t see a thing 
“startling” or “alarming” about secre- 
taries having capabilities beyond “mere 
note-taking and typing.” These things 
are taken for granted by those people 
who know what a secretary is, as con- 
trasted with a stenographer. But, there 
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Today’s secretary becomes a real “‘junior executive” 
with Edison Voicewriter dictation. 


“My Voicewriter helped me become a 


Junior Executive {” 


Shesestenies with an eye to broadening 
their job responsibilities recognize a 
good friend when they see one. That’s 
why they’re enthusiastic in their praise 
of Edison Voicewriter dictation. 


When the boss uses a Voicewriter . . . 
you’re freed from the time-consuming, 
laborious—sometimes nervewracking 
chore of taking shorthand notes and 
then transcribing them. You can devote 
that time and energy to the more 
pleasant, and more profitable, junior 
executive tasks that increase both your 
prestige and your income. 

And think of this advantage. When 
you're in a workload jam . . . it’s easy to 


pass along the Voicewriter Diamond 
Disc to another secretary without the 
problem of her reading someone else’s 
shorthand notes. The boss’s voice comes 
through crisp and clear—transcribing is 
quick, easy and accurate! 

Here’s another important thing to 
remember about Voicewriter . . . it’s 
made by Edison. Every Voicewriter user 
enjoys the benefits of Edison’s more 
than 70 years’ experience in the office 
correspondence field. And you can rely 
on today’s ahead-of-the-field Edison 
Voicewriter for outstanding, trouble- 
free performance day in and day out. 


Have we made a new friend? 








Let us prove there’s 
nothing like Voicewriter dictation ! 


Ask your boss to let you call the Edison 
Business Consultant in your area for a 
Voicewriter tryout so you can both see 
real dictating equipment in action. So 
far superior to the so-called. economy 
makes. Yet you both can use a Voice- 
writer on the Edison lease plan for only 
$17.81 a month. For your tryout—or 
for free literature—write Dept. SE-09 


at the address below. 
McGRAWE 














Edison Voicewriter ¢ a product of Thomas A. Edison Industries FDISONER : 


Thomas A. Edison Industries, West Orange, N. J. 





In Canada: 32 Front Street W., Toronto, Ontario 





still are some people who don’t know 
the difference, and I suppose the news 
does come as rather a shock to them. A 
true secretary is fully qualified to per- 
form clerical and stenographic assign- 
ments, but her qualifications don’t stop 
there. It is through her ability to func- 
tion administratively that she establishes 
her standing in the office. 


Fortunately for us, those who do ap- 
preciate the trade-marks of the true 
secretary are many, even outside the 
business world. Consider, for example, 
Helen Jepson’s comment to the thirty 
Certified Professional Secretaries who 
attended our Liberal Arts Institute at 
Gull Lake, Michigan, last year. This 
famous former opera star, to whom the 
term “prima donna” has a respected and 
desirable meaning, told these secretaries 
they can be prima donnas in their own 
rights, because their contributions to 
the success of their employers can be of 
stellar value. That's big billing, isn’t it? 


There are different levels of secretary- 
ship, just as there are various levels of 
executive and professional performance. 
The true members of the secretarial 
profession are striving to elevate their 
position, just as do other professional 
people and executives. Not every em- 
ployer needs a top-level secretary, but 
every employer needs.a secretary who 
is competent at her level and who is 
reaching for a higher level. The very 
quality of working for improvement is 
essential in the make-up of a secretary, 
because it is by growing on her job that 
she increases her value. 


But, while we're considering how far 
we can develop our positions, let's not 
get lost in the fanciful foolishness of 
indulging ourselves in the idea that we 
know as much as the boss—we don’t— 
not in the same ways, at least—or we 
would be the boss. We have a definite, 
necessary status in our respective offices 
and we contribute definitely to the ac- 
complishments of our offices. We have 
a position—we don’t have to try to as- 


sume someone else’s. 


Late last fall and during the early 
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winter, while I was researching for the 
article “Should Your Child be a Secre- 
tary” I learned something which aston- 
ished me. I had never before had any 
need for authoritative information on 
the number of secretaries in the United 
States, and so I didn’t know such infor- 
mation is not available. Communication 
with the United States Department of 
Labor, the United States Department of 
Health, Education and Welfare, the 
United States Department of Commerce, 
the two senators from my state, Business 
Education Associations, Associations of 
Universities, individual educators, and 
a publishing company active in the field 
of office publications, brought the same 
response from all: no statistics are avail- 
able. 


A market research organization com- 
pleted a survey a few months ago to 
determine the number of secretaries 
employed in American business and 
government. In their survey they con- 
tacted practically every classification of 
business, in various parts of the country, 
and also considered professions. A policy 
of some companies indicated that no 
one is given the title of secretary unless 
her services are devoted exclusively to 
one person, who must be an officer or 
department head. On the other hand, 
there were companies in which any girl 
performing general office duties was 
classified as a secretary. Based on the 
statistics gathered and an evaluation of 
the factors mentioned, this organization 
estimated that the total number of sec- 
retaries employed in the United States 
as of about March 1, 1958, would be 
269,000. Now mind you, that’s just an 
estimate, but it provides more informa- 
tion than I was able to obtain from any 
other source—no one else would even 
hazard a guess. 


This doesn’t sound so good for our 
side. Is our profession so unimportant 
that it doesn’t rate counting the number 
of those employed in it? No, apparently 
that’s not it at all; the difficulty stems 
from the fact that even now there is no 
general clear-cut definition of a secre- 
tary, and it looks like it’s about time we 
established one. Our own literature 





which is provided to every chapter in- 
cludes a “Membership Guide.” And, 
on Page One, under “Qualifications for 
Membership,” the following definition 
of a secretary is set forth: 


A secretary, in addition to han- 
dling some dictation and transcrip- 
tion, is one who occupies a position 
of trust and responsibility, handles 
confidential business of her employer, 
handles routine correspondence with- 
out dictation or supervision, exercises 
judgment and initiative, accepts re- 
sponsibilities and handles them well. 


That is a basic description of a sec- 
retary, a delineation of the funda- 
mental qualities and capabilities ex- 
pected of a secretary. That is a descrip- 
tion of a secretary who does not work 
like a machine, and who does not need 
to be concerned that she might be re- 
placed by a machine as office automa- 
tion increases, 


Now let me tell you about the secre- 
tary who was canonized. Back about 
sixteen centuries ago this secretary did 
not like some dictation he was taking, 
so he threw his writing tablets at his 
boss and quit. That secretary's reward 
was martyrdom and, eventually, his 
name in the book of saints. St. Gene- 
sius had been a soldier, and, because 
he was skilled in writing, he was given 
the job of secretary to the Magistrate 
of Arles. When the Magistrate dictated 
an order for the persecution of Christ- 
ians, Genesius—then only a catechu- 
men—rose to the defense of his new- 
found faith. He let fly with his writing 
tablet-—and writing tablets were heavy 
in those days!—with the result that he 
was put to death. Quite logically, St. 
Genesius is the patron saint of stenog- 
raphers and secretaries; his feast day is 
August 25. 


And, speaking of a patron saint 
brings to mind the hard-working secre- 
tary who was telling about the great 
volume of letters she had been writing 
lately. She said “I handled so many let- 
ters yesterday that last night I finished 


my prayers with ‘Yours very truly.’’ 
e e e 
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dates to remember — 


REGIONAL MEETINGS 


Ark-Mo-Kans-Okla 
Time: October 4, 5 
Place: St. Louis, Missouri 


Texas-Louisiana 


Time: November 8, 9 
Place: New Orleans, Louisiana 


Calif-Ariz-New Mex. 


Time: October 18, 19 
Place: Phoenix, Arizona 


Northwestern Region I 


Time: November 1, 2 
Place: Multnomah Hotel, Portland, 
Oregon 


Northwestern Region II 


Time: October 17, 18, 19 


Place: Antler Hotel, Colorado 
Springs, Colorado 


Northwestern Region III 


Time: September 26, 27, 28 
Place: Cornhusker Hotel, Lincoln, 
Nebraska 


DISTRICT CONFERENCES 


Northeastern District 
Time: October 3, 4, 5 


Place: New Ocean House, Swamp- 
scott, Massachusetts 


Great Lakes District 


Time: October 24, 25, 26 
Place: Schroeder Hotel, Milwaukee, 
Wisconsin 


Southeastern District 


Time: October 24, 25, 26 
Place: Brown Hotel, Louisville, 
Kentucky 
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why you should use 


MultikKopy 
Durametric 
Carbon Papers 


* Exclusive Scale Edge prevents running over. 
It’s uncoated too to make carbon handling 
easier and cleaner. 

* Stays Flat in extreme temperatures. Each 
sheet is smooth and flat for uniform 
handling. 

* Weights and Finishes to fit your individual 
typing requirements. 


At stationers everywhere 
make it clear you want 
WEBSTER DURAMETRIC 


MULTI KOPY. 


CARBON PAPERS 


Free Sample. Fill out the coupon and staple to your 
company letterhead. 


F. S. WEBSTER CO. 
9 Amherst Street, Cambridge, Massachusetts 


Gentlemen: I’d love to try Webster’s Durametric 
Carbon Paper. Please send me a sample. 





Me es i de with pica [ elite (J type. 
(make of typewriter) 


er carbons. 





5 | 
te) 
QHAHAMmSa racy 














Awards 
Pix 





(Right) Achievement Award winners 
pose with their trophies. From left 
to right they are: Dorothy Andrews, 
past president of Desk Set Chapter, 
Corpus Christi, Texas, winner in 
Class A; Marjorie Tuten, president 
of Savannah Chapter (Georgia), win- 
ner in Class B; Katherine Spencer, 
past president, Chapter of the City 
Beautiful, Orlando, Florida, winner 
in Class C; Gladys McPherson, CPS, 
president of Milwaukee Chapter 
(Wisconsin), winner in Class D; 
Pauline A. Norris, past president, 
Big D Chapter, Dallas, Texas, winner 
in Class E; Grace Dormire, past pres- 
ident, Lake Shore Chapter, Chicago, 
Illinois, winner in Class F. 
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(Left) Sundial Chapter, Harlingen, 
Texas, received the award for the 
largest increase in membership, 
143.55 per cent. Helen La Fontaine 
received the award for the chapter. 








(Above) Victor Frenkil, president of 
Baltimore Contractors, presents the Vic- 
tor Frenkil Award to J. Eileen Coombs, 
president of London Centennial Chap- 
ter, London, Ontario, Canada, for hav- 
ing the greatest percentage of member- 
ship take the 1958 CPS examination. 
Mr. Frenkil was made an honorary 
member of the Association at that time. 


agp 
sows nipnipnt 
cyptgtrt 























(Recommended by CPS Institute) 


HUMAN RELATIONS IN BUSINESS 
Davis, Keith, New York: McGraw-Hill Book Company, 1957. 


INTRODUCTION TO BUSINESS 


Glos, R. E. and Baker, H. A., Cincinnati: South-Western Publishing 
Company, Third Edition. (Workbook for this textbook.) 


ACCOUNTING FOR SECRETARIES 


Mayne, F. Blair and Crowingshield, Gerald: Gregg Publishing 
Division, McGraw-Hill Book Company, Inc., 1957. 


COLLEGE SECRETARIAL PROCEDURES 


Place, Irene and Hicks, Charles B., New York: Gregg Publishing 
Division, McGraw-Hill Book Company, Inc., 1958. 


BUSINESS LAW 
Bergh and Conyngton, New York: The Ronald Press, 1956. 


MODERN BUSINESS ENGLISH 
Babenroth & Parkhurst: Prentice-Hall, Fifth Edition. 


Periodicals: 


The Nation’s Business (Chamber of Commerce of the 
United States). 


Survey of Current Business (U. S. Department of Commerce). 
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I’d just as soon 
give up my lipstick 








“Every girl who uses an 
A.W.FABER ERASERSTIK 
knows what I am 
talking about. It’s just 
impossible to do a 
clean letter without an 
ERASERSTIK. Mistakes 
happen—but they’re no 
problem if you whisk 
‘em away with your 
trusty ERASERSTIK.” 








< 

; as MY A.W.FABER 
| GRasSeRS7IK, 

| 


Girls, become a 
| better Secretary by cul- 
| tivating the ERASERSTIK 
| habit. With this pencil- 
' shaped, white-polished 
beauty you erase with- 








out a trace, turn out 
beautiful letters. Pick 
up a few from your 
stationer today. 





Which point 
do you prefer? 
MEDIUM or AVERAGE 
THIN or BLUNT 








ERASERSTIK gives 
you your choice 


Point it with any 
mechanical or hand 
sharpener. 


. AW. FABER GRASER peers 





GRASERSZIK | 





AW.Faber-Castell Pencil Co. Newark 3, N. J. 





Margaret Adams of 
Westport Chapter, Kansas 
City, snapped this one at 


the open house. 


Mrs. C. R. Larimer, Parliamentarian; 
Iva Magnuson, Convention Coordinator; 
Gladys Vedros, Executive Secretary ; 
and Edna Pickard, International 
Treasurer, meet unidentified members : 
during the Minneapolis convention. Flauncie Maynard of Jacksonville, Florida, 
won first prize in the amateur photo * 
contest with this shot of Dr. Mary 
Virginia Moore 
Stella Spaulding of Clearwater, Florida, is 
on Dr. Moore’s right. 














; SS S - . 
Members of the Minneapolis Gopher Chapter 
were striking in their navy blue and white 
dresses. 








Dorothy O’Roarke of Phoenix, Arizona, accepts 
a Royal typewriter as a draw prize at the 
convention, 





NSA members enjoying the convention banquet. 


“The Shieks” entertained at the banquet. 


Karn Hansen was the 
lucky winner of a 
trip for two to Puerto 
Rico, given by the 
Puerto Rico Chapter. 





One of the banquet tables. 


A few of the more than 800 
secretaries who attended the Thirteenth 
Annual Convention in Minneapolis. 








The Minneapolis Convention was 


University of Minnesota General 
Extension Division 


ee 9 9 In the “Better Letters” category were: 
Addo-X Sales Agency 
Dictaphone Corporation 
Eastman Kodak Company 


for Prize Winners and Sample Seekers 


by Irene D. Kreidberg, Chairman 
Exposition Committee 





International President Clare H. Jennings waits with shears in 
hand to cut the ribbon opening the convention exposition. 


@ A Pan-Am shopping bag was await- 
ing the filling by NSA’ers entering the 
aisles of Better Learning, Better Letters 
and Better Living at the Convention 
Exposition in the Hall of States. KSTP 
radio and TV newscaster Bob Ryan 
welcomed the many members anxiously 
watching International President Clare 
Jennings perform the ribbon cutting 
ceremony opening the Exposition. Im- 
mediately the trial and inspection of 
modern office machines created interest 
and enthusiasm. 


An inviting group of exhibitors of- 
fered many samples and demonstration 
of their wares. Several offered their 
products as draw prizes, while others 
awarded various types of merchandise 
in daily drawings. 

In the “Better Learning” category 
were the following exhibitors: 


The Dartnell Corporation 
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Thomas A. Edison Industries 
McGraw-Edison Company 
Voicewriter Division 

International Business Machines 
Corporation 

Kee Lox Manufacturing Company 

The Letterex Corporation 

Master Addresser Company 

Pan American World Airways 

Rayette, Inc. 

Remington Rand Division of 
Sperry Rand Corporation 

Royal McBee Corporation 

Thermo-Fax Sales Corporation 

Underwood Corporation 

Weigh Inn Noll, Inc. 

Exhibitors in the “Better Living” 

category were: 

American Cancer Society 

Background Music, Inc. 

L. G. Balfour Company 

Braniff International Airways 

Buttrey Stores, Inc. 

Ebco Manufacturing Company 

Kalene Corporation 

Lee Products Company 

Minnesota Centennial 

Westmorland Tableware Division 
of Wear-Ever Aluminum, Inc. 

Workman Service, Inc. 

Rasmussen Business School “= 


Dayton’s Contract Division 
Minneapolis Business College 


Minneapolis Vocational Evening 
School 


Minnesota School of Business 





on y PORE R EOL KS 1 . 
Conventioneers wait anxiously to enter the Exposition Hall and 
view the exhibits. 
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CPS 








QUICKIE 
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Secretarial Procedures -— 


1. When a list of persons must be 
called frequently, the telephone com- 
pany offers a special type of service 
called: 

(a) Conference calling service; 
(b) Appointment calling service; 
(c) Sequence calling service; 


(b) Enterprise service. 


ho 


. In placing a long distance telephone 
call, the first item of information to 
be given the long distance operator 
is: 

(a) Your telephone number; 
(b) City you are calling; 
(c) Your name; 


(d) Name of person you are calling. 


3. The most expensive mode of railroad 
travel accommodations is: 
(a) Bedroom; 
(b) Section; 
(c) Compartment; 


(d) Drawing room. 


4. A letter consisting of two or more 
pages should be mailed in an en- 
velope known as: 

(a) No. 6-34; 
(b) No. 10; 
(c) No. 12; 
(d) No. 8. 
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5. Information concerning hotel accom- 
modations may be found in: 


(a) The Hotel Guide; 
(b) The Blue Book; 

(c) Hotel Red Book; 
(d) Official Hotel Book. 


6. A franked piece of mail is identi- 


fied by: 


(a) A real or facsimile signature of 
the sender in place of the stamp 
and the word “FREE” printed 
on the address side; 

(b) The word “Penalty” printed in 
the position of the stamp; 

(c) The words “Official Business” 
in the position of the stamp; 


(d) None of these. 


7. Usually the light-face type in a time 


table indicates: 

(a) Standard time; 

(b) Daylight savings time; 
(c) P.M.; 

(d) A.M. 


8. Which of the following salutations 


is no longer in approved usage: 
(a) Gentlemen; 

(b) Dear Sir; 

(c) Dear Sirs; 

(d) Dear Mr. 
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cd a 


(mall A 
With C*BeP There’s 
NO STAIN PROBLEM! 
It’s a fact! Old Town’s new, completely rev- 
olutionary Cobalt Blue Process 1S CLEAN. 
COBALT BLUE PROCESS brings a new 
concept to spirit duplicating, eliminating the 
stain factor without sacrificing one bit of 
operating simplicity. 
® NO SPECIAL PAPER OR EQUIPMENT REQUIRED 
®NO COSTLY HAND CLEANERS NEEDED 
® CAN BE USED ON PRESENT EQUIPMENT WITH 
EXISTING METHODS 
® PROVIDES 350 OR MORE CLEAN, 
CLEAR, COPIES 
CeBeP is the ideal duplicating carbon for 
all PRINTED FORMS ¢ MULTIPLE SETS 
e CONTINUOUS FORMS ¢ TELETYPE 
ROLLS ¢ TABULAR FORMS e HIGH 
SPEED PRINTER SETS. 
Call your nearest Old Town dealer (listed 
in the Yellow Pages) for the CeBeP story 
...0r write 


OLD TOWN CORPORATION 
Established 1917 
750 Pacific Street 
Brooklyn 38, N. Y. 








ARE YOU HAVING VIBRATION TROUBLE 
WITH HEAVY OFFICE MACHINES? 
Usually it’s the stand...not the machine! 


ae 











Vibration's fine 
for breaking 
concrete... 
but it's out 
of place in @ 
business office! 





Yelss 
Here’s the ABSOLUTE ANSWER for ELECTRIC 
TYPEWRITERS and PORTABLE BOOKKEEPING 


Machines . . . 


The TIFFANY (¢)*) 45 
g002 









EXTRA-HEAVY 
DUTY stand for electric 


Typewriters, Book- 
keeping Machines, etc. 


VIBRATION-FREE, 
amazing strength 
and rigidity. Open 
top...the ‘‘escape 


hatch” for noise x , 
dissipation. \ 


: For 


Also available 35” height further information, 
for stand up work. write Dept SEC 


MODEL 8000— 
with 1 drop leaf 


TIFFANY STAND CO. 





7350 FORSYTH ST.. LOUIS 5, MO 








—SENELRT 
CAN DE 
LAUNDERED 


@ Fashion now places special impor- 
tance and a big, bright spotlight on 
jewelry to accentuate every costume, 
all year around. For this reason, jewelry 
should be chosen carefully and then 
given the care it needs to keep you 
at your sparkling, well-groomed best. 
Subtle teaming of color tones with 
delicate styling of beads, stones, and 
metals creates the balance of harmony 





It is important to remember 
that jewelry must be kept clean 
to look its best. Both metals 
and stones shine more 
brightly, and attract more 
compliments, if “laundered” 
often with warm soap or 
detergent suds. 


and highlights in jewelry—and puts 
the finishing touch to the aura of 
femininity. But the shimmering, lustrous 
look of jewelry is quickly dimmed by 
the slightest speck of soot, smudge of 
make-up, or film of perspiration. So it 
is important to “launder” jewelry after 
every few wearings, or even more often 
if soil begins to show. 


The formula is simple: use warm soap 








or detergent suds, rinse thoroughly, and 
dry quickly. It is wise to use lukewarm 
to warm water when washing jewelry 
because extremes in temperature might 
cause some stones to crack. To protect 
pieces from chipping and _ slipping, 
spread a towel over the edge of the 


wash basin. 
Stones held in place with prongs can 
be safely submerged in suds. Scrub 


Cushioned by a folded 
towel, this multi-strand 
necklace gets a sudsy 
treatment to restore 
its glittering highlights. 
Gentle “scrubbing” 
with a well-lathered 
soft brush pulls out 
the gummy make-up 
and perspiration film 
lodged between the 
beads. 
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gently with a well-lathered, soft brush 
to chase all the dirt hiding in the set- 
tings. After rinsing in clear water, shake 
off excess, wipe with a lint-free cloth, 
moisture to 


and allow traces of 


evaporate. 


Stones that are glued or cemented into 
their settings are more safely washed 
with a soft brush dipped into thick, 
warm suds. Rinse by brushing with 
clear water. Then pat the piece dry 
with a tissue or soft lintless cloth, be- 
fore moisture can seep under the stones. 


With necklaces so prominent this 
season, it pays to keep them pretty. Un- 
tangle and straighten any multi-strand 
jewelry before washing. Pin or baste 
the clasp ends to a washcloth or hand 
towel and hold onto both ends of the 
cloth. Dip it gently up and down in 
billowy, lukewarm soap or detergent 
suds. Use the same method to rinse 
them. Allowed to dry while fastened 
to the cloth pulled taut, the strands 
won't shrink and water seeps out easily. 


To maintain their original sheen, 
simulated pearls need a sudsy dunking 











After rinsing thoroughly and blotting excess water, this multi-strand 
beaded necklace is pinned to a towel-covered pillow. Drying this way 
keeps the strands in line, discourages shrinkage, and sops up any 


remaining traces of moisture. 


frequently. If you choose pearls with 
a delicate coating, it is better to wash 
them with a damp, sudsy cloth. Rinse 
with a cloth, too, and then pin to a 
towel for drying. Real pearls are washed 
and handled the same way. Rub the 
knots between pearls very gently with 
a soft, lathered brush. 

What is a discussion of jewelry with- 
out mention of a “girl’s best friend?” 
Diamonds are the sturdiest stones known 
—so indestructible that dirt can even 


| 


Diamonds are so indestructible that dirt can be literally boiled out of 
their settings. Just whip up soap or detergent suds in a saucepan, add 
a dash of ammonia, and sink a cloth to the bottom to provide “cush- 
ioning.” Using tongs, immerse the diamonds in the suds and bring to 
a boil. To cool, place the gems in a water strainer and hold under 
tepid running water. 
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be boiled out of their settings. Make a 
bath of very hot suds with a dash of 
ammonia in a saucepan. Put the gems 
in a tea strainer, immerse in the suds, 
and bring to a boil. To cool, hold the 
strainer under tepid running water. 
Drain the jewelry on tissue when it is 
cooled, then dip into alcohol and let dry. 









Cy ARE NO 
PLACE FOR... 





MAN’S BUFF 


If it takes too long to locate the 
papers you want ask your Sta- 
tioner about the ACCO System. 
Accobind Folders, Accopress 
Binders and other Acco products 
save time, save money, save loss. 
Made for every department of 
every business, 


“ACCO BOUND PAPERS 
ARE SAFE PAPERS“ 





ACCO PRODUCTS 
Division of NATSER Corporation 
Ogdensburg e New York 


In Canada: Acco Canadian Co., Ltd., Toronto 
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@ Whar'll you have? Ham on rye? 
Roast beef on a bun? Toasted cheese? 
Whatever your preference in sand- 
wiches, you want that tasty filling 
served with a bread of equally fine 
quality. The parts of a good sandwich 
should complement each other. 

The meat of a business message 
should also be complemented by a good 
beginning and a good ending. Fresh 
homemade bread adds flavor to any 
sandwich. Original beginnings and end- 
ings that express your individuality 
make good business letters outstanding. 

Strangely enough, the errors which 
are discussed in this article are fre- 
quently made by people who make a 
real effort to write well. If you find 
errors which you make here, you have 
been misdirecting your efforts to be 
helpful and courteous. You can channel 
the same energy into better ways of ac- 
complishing your aims. Errors which 
are the result of lack of knowledge of 
the best ways to write are far easier to 
correct than errors due to a lack of good 
intentions. 

Fresh or Stale? 

The juiciest roast beef is a disap- 
pointment when it is served on stale 
bread. Such bread is usually discarded. 
The stale unnecessary phrases that are 
characteristic of the beginnings and 
endings of many business letters are 
equally often disregarded by readers. It 
isn’t and never was necessary to state 
the obvious. The tempo of business to- 
day makes the cost of doing so prohib- 
itive. 

Not good: I have received your let- 
ter of July 2 regard- 
eer 

Even worse: I am writing to you in 
reply to your letter of 
of July 2 regarding... 
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by Dr. Homer L. Cox 


School of Commerce, Department of 


Business Writing, Northwestern University 


Written for National Small Business Men’s Association 


What'll You Have? 


Number Nine in a Series 


Better: Yes, Mr. Byer, you can 
use the EX-meter on the 
camera mentioned in 
your letter of July 2. 


Poor quality in a sandwich is some- 
times due to the use of bread that is too 
thick compared to the filling. Similarly 
the quality of a business letter may be 
marred by a very long beginning sen- 
tence or paragraph. On the other hand, 
sentences of reasonable length in a first 
paragraph of less than five lines will 
encourage the reader to bite right into 
the message. 

Long beginning sentences which 
summarize an earlier letter are especially 
annoying to the reader. An unfavorable 
mood couldn’t be created at a worse 
place, for the reader's reaction to the 
beginning is likely to remain his re- 
action to all that he reads later in a 
message. The beginning sentence below 
consists of stale information so crowded 
together that it is puzzling as well as 
frustrating: 

Not good: Your letter of June 10 
requests that we return 
your trip passes reading 
Denver to Seattle (which 
were to be endorsed good 
on Train 5) and Seattle to 
Portland, which passes 
were to be exchanged ac- 
count of your original 
passes being issued in- 
correctly. 

Better: Your endorsed and cor- 
rected trip passes are en- 
closed. 

The Latin terms for this month, last 
month, and next month, or their ab- 
breviations, still appear near the begin- 
ning of a few business letters. Some 
people believe that the abbreviations 
are economical because they are shorter 


than the names of most months. The 
Latin terms, however, are not under- 
stood by all businessmen. Hence it is 
wise to use the names of the months. 
They cannot be misunderstood. 

Not good: We have your letter of 
the 20th inst. 

Better: Thanks for the interest 
you ‘expressed in Ad-pak 
in your letter of August 
20. 


Cater to HIS Appetite 

Many a chef who would never eat a 
chicken salad sandwich makes many of 
them every day. He has learned how 
other people like this kind of sandwich 
made, and he keeps THEIR preferences 
in mind. 

You cannot know the preferences of 
each of the readers of your business let- 
ters. You do know several things about 
all of them, however. They all appre- 
ciate your interest in their problems; 
they all react favorably to the friendly 
use of their names and to the words 
that stand for their names. Of course, 
the mechanical use of names and of the 
word you is not enough. Both the open- 
ing sentences below begin with a word 
that impresses readers favorably. Only 
the second sentence reflects the proper 
attitude. 

Not good: Your letter of the 3rd 
inst. relative to oil ex- 
traction has been re- 
ceived. 

Better: You are very welcome, 
Mr. Nelson, to the en- 
closed extraction specifi- 
cations. 

Occasionally you may want to use 
one of the novel beginnings which at- 
tract favorable attention when appropri- 
ately used. To a close business friend 
you might begin: 
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Thanks, Bill, 

... for your help at the convention. 
Beginnings of this type are often used 
in form letters. But they are also per- 
fectly proper in any situation in which 
they sound natural. If they fit your 
personality and your business, they can 
add a distinctive touch to your letters. 

Two moldy old phrases which should 
no longer be served to business letter 
readers appear below. The omission of 
the word /etter from each of them puts 
the reader to the trouble of supplying 
the omitted word. He can guess it 
quickly, but you can very easily write 
a direct beginning that will save him 
the trouble of guessing. 

Not good: This will acknowledge 

your request of... 

Not good: Yours of the 27th at 

hand and... 


Better: You are wise to write 


immediately about... . 


Open-faced 

The open-faced sandwich from which 
the top layer of bread is omitted is very 
popular with weight watchers. Business- 
men can cut down on their weight of 
words in their business letters by omit- 
ting opening sentences which contain 
references to dates, contents of other 
letters, and order numbers. These items 
need not be strung out in sentence form. 
The essentials can be set off from the 
letter proper in a subject line which 
serves a function similar to the title of 
a story. Subject lines reduce wordage 
and permit the reader to get to the meat 
of the message at once. 

A very short subject line may be 
placed on the same line with the salu- 
tation: 

Dear Mr. X: Subject: Your request 

of May 5... 
Longer subject lines or ones which con- 
tain several types of information are 
usually centered two spaces below the 
salutation. The introductory word sub- 
ject, which is preferred to Re or In re, 
may be omitted, for example. 

Dear Mr. Flad: 

Repair of lathe 
Your file 452.67 
Our file 772-23 
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for type that sparkles 
like MEW 


Cleans type CLEANERI 
Handy dauber whisks 
away dirt and goo In sec- 
onds! Non-inflammable, 
absolutely safe. Slow- 
evaporating, hence eco- 
nomical. Look for the 
smart new orange-and- 
blue carton on your 
dealer's shelves. 


69¢ at all stationers 
and typewriter dealers 















One way to take your letter endings 
out of the just average class is to clear 
out all the limping ings. Near the end 
of a letter, words ending in img are 
nearly always associated with the phrase, 
I am. Such constructions, which seem to 
flow into the signature like the loops 
and swirls of the penmanship artists 
who first used them, are erroneously 
considered necessary by some to round 
out a letter. Here are some ways to 
shift from polite ritual to modern 
meaningfulness: 


Not good: Thanking you for your 


valued patronage, I am 


Many thanks for choos- 
ing Banner Balm. 


Better: 


Not good: Looking forward to serv- 
ing you again sometime, 
we are 


Better: May we serve you again 


soon? 

Such words as think, believe and 
know are more representative of the at- 
titude of businessmen toward their 
products and practices than the weaker 
words hope and trust. 

Timid: I hope (or trust) you will 
find the new schedule 
satisfactory. 


Confident: I believe you will like 
the new schedule. 


Businessmen who are personal friends 
sometimes feel that they should add 
personal notes to their business letters. 
There is nothing very personal, how- 
ever, about the phrase, With kindest 
personal regards, 1 am. Here are some 


examples of personal notes that are 
really personal: 


I told your penguin joke at Kiwanis. 
What do you hear from Al? 
Good luck on your fishing trip. 


A good many final sentences in busi- 
ness letters are double-barreled. This 
rhythm pattern is so firmly established 
that some businessmen never dictate a 
final sentence that is not made up of 
two statements joined by and. Unless 
the last two ideas expressed are very 
closely related, however, they should 
not be parts of the same sentence. 

Not good: Thanks for calling and 

I'll see you soon. 


Thanks for calling. I'll 
see YOu soon. 


Better: 


Probably the most over-used final 
sentence of all is both trite and negative: 

Not good: If we can be of further 
service, please do not 
hesitate to call us. 
Whenever you need of- 
fice supplies, please call 
On Us. 


Better: 


The little ceremonial phrases that 
make up many beginning and ending 
sentences originated when there were 
no typewriters, no carbon copies, no 
files, no secretaries, and no motivation 
researchers. You can make your busi- 
ness letter beginnings and endings rep- 
resentative of all that is best in present 
business practice by being direct, posi- 
tive, complete but not wordy, and above 
all appreciative of human values. 
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Margie Ater, CPS 
997 Carpenter Street 
Columbus 6, Ohio 





@ Serving the largest NSA Division 
has kept Margie Ater very busy for 
the past three years. She is the immedi- 
ate past president of that group. 


A native of Columbus, Ohio, she 
joined that chapter in February 1950. 
Her CPS certificate was earned in 


1956. 


Margie was employed by the State 
Teachers Retirement System of Ohio 
almost nineteen years ago. At present 
she is the private secretary to the Exec- 
utive Secretary. 


Although most of her time during 
recent years has been devoted to NSA 
activities, she is also a member of the 
National Association of Educational 
Secretaries. She is a member of the 
Lutheran Church. 


Margie usually devotes most of her 
vacation time to NSA conventions, hav- 
ing attended and participated in many 
division and district meetings. She has 
also attended four international conven- 
tions. 


A rabid baseball fan, she has been 
known to add a little humor to some- 
times dry business meetings over which 
she has been presiding, by asking for 
World Series scores. She also enjoys 
football, good movies and plays. The 
rest of her spare time is spent with 
her four nieces and two nephews. 





hrs. Grace N. Dill 
41 Churchill Street 
Springfield 8, Massachusetts 


WA charter member of Springfield 
Chapter (Massachusetts), Mrs. Grace 
Dill has been interested in NSA growth 
since 1947. She has held numerous chap- 
ter offices and was alternate delegate 
to the Houston and Seattle conventions. 


She was appointed Massachusetts Di- 
vision president pending election of the 
first official Massachusetts Division of- 
ficers. In 1956 she was chairman of the 
International Rules and Bylaws Com- 
mittee. 


Her secondary education was aug- 
mented by enrolling at Bay Path Insti- 
tute of Springfield for secretarial train- 
ing. Shortly after World War I she 
started her business career with the 
Interstate Electric Company. Her most 
recent assignment was as a Civil service 
employee with the Air Force. 


Married to Philip Harold Dill whose 
hobby is the study and restoration of 
Early American furniture, Grace shares 
his enthusiasm for this pursuit. 


Although an avid reader with a liking 
for words and a well-turned phrase, a 
movie-goer and TV watcher, a new pet 
project of African Violet culture is 
Grace’s current endeavor. So what with 
antiques, and violets, and a four-drawer 
file recently set in place to accommodate 
an NSA reporter's correspondence, the 
Dill menage is happily bursting at the 
seams! 
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Mrs. Mary Holm 
Box 1071 
Rapid City, South Dakota 


@ Amid the firecrackers, skyrockets, 
Roman candles, and picnics, Mary Holm 
was born on the western edge of the 
Sand Hills in Nebraska on July 4. 


She graduated from the Hemingford 
High School and attended the Chadron 
Normal. She took her two years of busi- 
ness training when her older boy was 
a baby by taking him to the school, 
having a student pick him up while 
she attended classes, and did most of 
her supplementary work at home. Now, 
in her spare time she is taking a La 
Salle extension course. 

Mary’s experiences in the business 
world have been most interesting and 
varied. She started in a drug store when 
she could hardly see over the show 
cases. She taught school for two years; 
has been an employee of dime stores, 
hamburger inns, candy manufacturers, 
retail clothing and dry goods depart- 
ments, wholesale groceries and fruit di- 
visions, wholesale liquor branches, and 
wholesale coffee offices; has learned the 
millinery and alteration trade in an ex- 
clysive Women’s Shop, and is at the 
present time, employed by the Western 
Gas & Appliance Company. 


She is married and has two sons. 
She has been a member of Mt. Rush- 
more Chapter for the past eight years 
and has served the chapter as treasurer 
and corresponding secretary. She is also 
a member of the Credit Women, UCT 
Auxiliary, and CDA. 
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Margaret McCormick 


6050 Pernod Street 
St. Louis, Missouri 


Mi Margaret McCormick has been a 
member of the St. Louis Chapter (Mis- 
souri) since 1946. She served as presi- 
dent from 1951 to 1953. 


Margaret has been Missouri Division 
treasurer, vice-president, and president. 


She has attended all International con- 
ventions and regional and division meet- 
ings since 1951. She pinch-hit on the 
National Achievement Awards Com- 
mittee in 1954 when the Southwest 
District representative took ill. 


A graduate of Rosati-Kain High 
School in St. Louis, Margaret has com- 
pleted three and one-half years of col- 
lege at St. Louis University. She is now 
taking courses to complete her Bachelor 
of Science degree. 


She is very proud of her position as 
secretary to Dr. Edward A. Doisy, di- 
rector of the department of biochem- 
istry at St. Louis University, because 
Dr. Doisy is a Nobel Prize winner. 


Margaret lives at home with her 
parents. She has two sisters and two 
brothers. One brother, Father Ted, is a 
Catholic priest. Her sisters and other 
brother are married and Margaret spends 
many of her spare moments with her 
four nieces and two nephews. 

One of Margaret’s hobbies is travel- 
ing. She has traveled throughout Can- 
ada, Mexico, and the United States. 
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Katherine Spencer 
628 East Central 
Orlando, Florida 


@ A native Floridian, Katherine Spen- 
cer attended Virginia Intermont Junior 
College at Bristol, Virginia, and the 
University of North Carolina at Chapel 
Hill. She has a sister who is a secretary 
at the American Embassy in Athens, 
Greece, and hopes to be able to visit 
her there next summer. 


Katie joined NSA in Orlando in 
1954; has served as vice president of 
her chapter; has just completed two 
years as president, and is now serving 
on Florida Division By-Laws Commit- 
tee. In 1957 she was selected as her 
chapter’s Secretary of the Year. In 1958, 
she took the CPS examination for the 
first time, and plans to continue for 
several more years! 


For the last ten years Katie has been 
Secretary to Charles O. Andrews, Jr. of 
Andrews & Smathers, Attorneys at Law. 
During that time Mr. Andrews has been 
a member of the state legislature, with 
Katie traveling to Tallahassee during 
legislative sessions. He has also been 
Chairman of the State Welfare Board, 
President of Colonial Bank, and is now 
director of two banks and chairman of 
the United Appeal. All this makes for 
a very interesting and busy job. 


Her interests include swimming, 
cooking and sewing, and golf is now 
being added to the list. 
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Here are the 239 New CPS’s 
Who Swell the Total to 1,466 


Allen, Lorna D. 
Coral Gables, Fla. 
Amoss, Mrs. Eva M. 
Los Angeles, Calif. 
Anderson, Athalia D. 
Houston, Texas 
Anderson, Mrs. Dorothy 
Portland, Ore. 
Anderson, H. Cecilia 
New York, N. Y. 
Arrowood, Mrs. LaVerne 
Scottsdale, Ariz. 
Auerhamer, Mrs. Evelien 
Oakland, Calif. 
Barnes, Mrs. Donna W. 
Kent, Wash. 
Barnes, Mrs. Ellen C. 
Downey, Calif. 
Baum, Lorraine H. 
Milwaukee, Wisc. 
Baumgart, Regina 
Decatur, III. 
Bearse, Avis Kimball 
Warwick, R. I. 
Begley, Sarah A. 
Birmingham, Ala. 
Birkestol, Doris E. 
Seattle, Wash. 
Bishop, Audrey 
Houston, Texas 
Boecklen, Betty C. 
New York, N. Y. 
Bolinger, Melba J. 
Oliver Springs, Tenn. 
Bowers, E. Marguerita 
Welland, Ontario 
Braun, Evelyn C. 
San Francisco, Calif. 
Brobson, Veronica F. 
Belleville, N. J. 
Brogger, Mrs. Dolores 
Ottumwa, Iowa 
Brooks, Dorothy P. 
Birmingham, Ala. 
Brown, Agnes P. 
Indianapolis, Ind. 
Brown, Helen M. 
Sacramento, Calif. 
Bruton, Ruth K. 
Orlando, Fla. 
Buckley, Lucille M. 
Miami, Fla. 
Call, Lillian A. 
Brookline, Mass. 
Callerman, Mrs. Alvina 
Denver, Colo. 
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Campbell, Pauline 
Miami, Fla. 
Carmichael, Jean E. 
Detroit, Mich. 
Castile, Marjorie 
Elmhurst, Ill. 
Cates, Sharon E. 
Oklahoma City, Okla. 
Charles, Nancy E. 
E. Cleveland, Ohio 
Cobb, Catherine G. 
Denver, Colo. 
Coleman, Mrs. Gertrude 
Des Moines, Iowa 
Collins, Barbara L. 
Seattle, Wash. 
Connelly, Helen M. 
Philadelphia, Pa. 
Connor, Alice P. 
Chicago, III. 
Cooper, Elta M. 
N. Hollywood, Calif. 
Cordill, Helen M. 
Sacramento, Calif. 
Costa, Helen K. 
Fresno, Calif. 
Costin, Ethel R. 
Buffalo, N. Y. 
Crewe, Estelle 
Leamington, Ontario 
Curl, Mrs. Ruth J. 
Oak Ridge, Tenn. 
Dahlstedt, Jo Ellen 
Lincoln, Nebr. 
Dahms, Louise 
Kankaee, III. 
Daniel, Mrs. Dorothy 
Minneapolis, Minn. 
Deadman, Mrs. Viola 
Hasbrouck Hgts., N. J. 
DeCair, Mrs. Charlotte 
Oklahoma City, Okla. 
DeCecca, Rosa M. 
White Plains, N. Y. 
DeGray, Mrs. Noma 
East Granby, Conn. 
Delaney, Cyrilla 
St. Paul, Minn. 
Deneen, Hazel K. 
Inglewood, Calif. 
Dick, Margie Ray 
Baton Rouge, La. 
Dignam, Mrs. Edna G. 
San Leandro, Calif. 
Dixon, Avis N. 
Casper, Wyo. 


Doerfler, Mrs. Eloise 
Los Angeles, Calif. 
Donovan, Dorothy M. 

Mineola, N. Y. 
Dorenkemper, Antoinette 
St. Cloud, Minn. 
Dorsey, Phyllis M. 
Minneapolis, Minn. 
Doughty, Donna Lee 
Arlington Hgts., Ill. 
Drasser, Mrs. Mildred 
New Hyde Park, N. Y. 
Ebersbach, Anne M. 
Spartanburg, S. C. 
Erford, Irma M. 
Peoria, Ill. 
Erjavec, Mrs. Janet 
Wheat Ridge, Colo. 
Faraone, Mrs. Jennie 
Providence, R. I. 
Farrell, Mrs. Ann J. 
Des Moines, Iowa 
Fetherston, Jane 
Milwaukee, Wisc. 
Fisher, Katherine 
Cincinnati, Ohio 
Ford, Margaret Lee 
Dallas, Texas 
Fowler, Mrs. Eileen 
Phoenix, Ariz. 
Frank, Mrs. Elizabeth 
Houston, Texas 
Friedlander, Rosaline 
Woodmere, N. Y. 
Frisbee, Joan 
Harriman, Tenn. 
Frost, Mary H. 
Flint, Mich. 
Gambill, M. Elizabeth 
Albuquerque, N. M. 
Gamm, Vera Elizabeth 
Mount Vernon, Iowa 
Garrett, Mrs. Joan L. 
Dallas, Texas 
Geiger, Fern D. 
Portland, Ore. 
Goodwin, Dorothy 
Lincoln Park, Mich. 
Grable, Mrs. Larry 
Knoxville, Tenn. 
Grantham, Fern G. 
Greensboro, N. C. 
Greene, Kathryn 
Hamilton, Ohio 
Hakala, Mrs. Ester 
Portland, Ore. 


Hall, Lavelda M. 
Terre Haute, Ind. 
Hanson, Helen M. 
Cincinnati, Ohio 
Harmon, Mrs. Marie 
Knoxville, Tenn. 
Harper, Mary R. 
W. Covina, Calif. 
Harrison, Earlene 
Atlanta, Ga. 
Harrison, Helen J. 
Dallas, Texas 
Harvey, Betty A. 
Indianapolis, Ind. 
Hayes, Ruby G. 
New York, N. Y. 
Hennecke, Mrs, Rachel 
Rapid City, S. D. 
Herrington, Mrs. Zale 
Kansas City, Mo. 
Hill, Mrs. Ruby L. 
Burlington, Iowa 
Holcomb, Katherine L. 
Waterbury, Conn. 
Holland, Dorothy R. 
Buffalo, N. Y. 
Hoover, Mrs. EmmaLou 
Denver, Colo. 
Hosken, Dorothy F. 
Miami, Fla. 
Howell, Mrs. Faye S. 
Denver, Colo. 
Huck, Mrs. Ione 
Houston, Texas 
Hunter, Mrs. Dorothy 
Glendale, Calif. 
Hurst, Mrs. Mary P. 
Toledo, Ohio 
Hutton, Mrs. Jean C. 
Dewitt, N. Y. 
Huyser, Sarah L. 
Austin, Texas 
Jack, Jenivie Louise 
Des Moines, Iowa 
Jarvelin, Winifred E. 
Braintree, Mass. 
Johns, Marilyn E. 
Euclid, Ohio 
Jones, Mrs. Eva P. 
Miami, Florida 
Jordan, Marion 
Toledo, Ohio 
Kennedy, Florence B. 
Detroit, Mich. 
Kennedy, Marie L. 
Ypsilanti, Mich. 
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Kibbey, Dorothy D. 
Kansas City, Mo. 
Kirkland, Martha W. 
Indian Orchard, Mass. 
Kissel, Ethel A. 
Miami, Fla. 
Kobets, Carole Ann 
Kansas City, Kans. 
Komarek, Audrey J. 
Milwaukee, Wisc. 
Lamkin, Joye 
Amarillo, Texas 
Landress, Roberta 
Dallas, Texas 
Langerman, Eleanore 
Buffalo, N. Y. 
Langley, Marjorie L. 
Tulsa, Okla. 
Large, Mrs. Gertrude 
Knoxville, Tenn. 
Laurin, Mrs. Eva B. 
Sacramento, Calif. 
Lawry, Mrs. Esther T. 
Palo Alto, Calif. 
Laws, Juanita C. 
Thorold, Ontario 
Lilly, Mrs. Helen B. 
Seattle, Wash. 
Livingston, Phyllis 
Tulsa, Okla. 
Lusar, Mrs. Beth 
Sacramento, Calif. 
Lynch, Mrs. Mary I. 
Southport, Ind. 
Matte, Mrs. Catherine 
Grosse Pointe, Mich. 
May, Ann C. 
Williamsville, N. Y. 
Maynard, Arline Ruth 
Brooklyn, N. Y. 
Mazalin, Helen E. 
Canton, Ohio 
McConnel, Mrs. Estelle 
Ormond Beach, Fla. 
McDarment, Maydell 
Austin, Texas 
McHale, Lucille S. 
Beaumont, Texas 
McInerney, Margaret 
Detroit, Mich. 
McKee, Mrs, Eleanor 
Decatur, III. 
McNabb, Evelyn 
Harvey, Ill. 
McTeague, Mildred 
Baltimore, Md. 
Menkel, Helen 
Santa Monica, Calif. 
Meyer, Marjorie 
E. Islip, N. Y. 
Miller, Emerita 
Barberton, Ohio 
Milliken, Mrs. Murl 
Amarillo, Texas 


Morgensen, Mrs. Helen 
Seattle, Wash. 

Mueller, Mildred E. 
Philadelphia, Pa. 

Nailon, Mrs. Anna M. 
Peoria, III. 


Nalbandian, Virginia M. 


Lynn, Mass. 
Nelson, Mrs. Betty H. 
Mt. Vernon, Ohio 
Newsom, Frances M. 

Reynolds, Ga. 
Niemeyer, Maxine B. 
Detroit, Mich. 
Nolen, Leatrice I. 
Austin, Texas 
Noll, Perley M. 
Miami Springs, Fla. 
Ocheltree, Mrs. Helen 
Denton, Texas 
O’Donnell, Mary C. 
Mansfield, Ohio 
Olson, Mrs. Sylvia 
Minneapolis, Minn. 
O’Neill, Mary T. 
Dorchester, Mass. 
Ophardt, Florence 
Brockport, N. Y. 
Osborne, Mary S. 
Los Angeles, Calif. 
Ott, Mrs. Frances 
Tonawanda, N. Y. 
Parr, Martha Ann 
Davison, Mich. 
Paulus, Eleanore M. 
Pleasant Hill, Calif. 
Percival, Margaret 
Los Angeles, Calif. 
Perry, Mildred 
Elizabeth, N. J. 
Peters, Mrs. Rita 
Carmel, Ind. 
Pflaumer, Christine 
Glendale, Calif. 
Phelps, Ruth 
Christiana, Del. 
Phillips, Mrs. Betty 
Bloomington, II. 
Plummer, Mrs, Virginia 
Cookeville, Tenn. 
Porter, Astrid C. 
Pleasant Ridge, Mich. 
Preston, Evelyn M. 
San Diego, Calif. 
Pretti, Mary Edna 
Sacramento, Calif. 
Quimby, Dorothy G. 
Lynn, Mass. 
Rawhouser, Helen 
Des Moines, Iowa 
Raybourn, Estrella 
Harlingen, Texas 
Reed, Wanda Lee 
Oklahoma City, Okla. 
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Revels, Mrs. Helen 
Augusta, Ga. 
Richardson, Margaret 
Denver, Colo. 
Riley, Mary M. 
Indianapolis, Ind. 
Rook, Mrs. Merle 
Oklahoma City, Okla. 
Rosendorn, Anna Mae 
Bethesda, Md. 
Ruddy, Mary M. 
Flint, Mich. 
Schmaltz, Hilda E. 
Detroit, Mich. 
Sclater, Mrs. Isobel 
Phoenix, Ariz. 
Scotchmer, Mrs. Muriel 
Chicago, Iil. 
Semon, Carolyn 
Trenton, N. J. 
Senecal, Faith 
Houston, Texas 
Sheldon, Janet E. 
Minneapolis, Minn. 
Sheldon, Lois M. 
Phoenix, Ariz. 
Shockley, Charlotte 
Maysville, Ky. 
Skelton, Rita M. 
Chicago, IIl. 

Smillie, Mrs. Lynne 
Farmingdale, N. Y. 
Smith, Mrs. Gertrude 
Los Angeles, Calif. 

Smith, Margaret S. 
Miami, Fla. 
Smith, Mary Matthews 
Huntsville, Ala. 
Snidow, Mrs. Dorothy 
Pembroke, Va. 
Sontag, Laura Louise 
Minneapolis, Minn. 
Staggs, Mrs, Mary F. 
Terre Haute, Ind. 
Stange, Margaret S. 
Riverside, Calif. 
Stearns, Mrs. Elsie 
Corpus Christi, Texas 
Stempsey, Mrs, Evelyn 
Lima, Ohio 
Sterrett, Mrs. Ida 
Hamilton, Ohio 
Stiebel, Mildred E. 
St. Louis, Mo. 
Stoermer, Marjorie 
Downey, Calif. 
Stoker, Cleo Cain 
Berkeley, Calif. 
Sullivan, Patricia 
Nashua, N. H. 
Swigart, Lois G. 
Cicero, IIl. 
Szuba, Irene 
Linden, N. J. 


Talbot, Mrs. Martha 
Missoula, Mont. 
Theno, Mildred V. 
Kansas City, Kans. 
Thieman, Arlene J. 
Des Moines, Iowa 
Thomas, Mrs. Clara 
Charleston, W. Va. 
Todd, Mrs. Nina G. 
Oakland, Calif. 
Todd, Norma M. 
Dallas, Texas 
Touchstone, Mrs, Edith 
Graham, Texas 
Tracy, Mrs. Dorothy 
Rumford, R. I. 
Turner, Virginia M. 
Santa Ana, Calif. 
Tuyt, Mrs. Bea P. 
Jackson, Miss. 
Van Winkle, Annabell V. 
Indianapolis, Ind. 
Vissman, Mrs. Phyllis 
Louisville, Ky. 
Voss, Esther 
St. Paul, Minn. 
Wahlenmayer, Mrs. Alma 
Buffalo, N. Y. 
Walker, Doris S. 
Norwalk, Calif. 
Ward, Alma P. 
St. Louis, Mo. 
Ward, Mrs. Louise 
Lincoln, Nebr. 
Warner, Mrs, Alberta 
Omaha, Nebr. 
Warner, Joan Elizabeth 
Akron, Ohio 
Wasson, Ruth 
Hamilton, Ohio 
Weaver, Lorene W. 
Niagara Falls, N. Y. 
Webster, Mrs. Viola 
L. I. City, N. Y. 
Wenger, Mrs. Doris 
Lancaster, Pa. 
Westbrook, Annette H. 
Austin, Texas 
Westby, Maxine 
Oak Park, Ill. 
Wheaton, Mrs. Evalyn 
Dearborn, Mich. 
Wheeless, Frances H. 
Baytown, Texas 
Wilson, Helen E. 
Greensburg, Pa. 
Wilson, Lorene T. 
Amarillo, Texas 
Wise, Anna Marie 
Sacramento, Calif. 
Wynn, Virginia Quarrier 
Louisville, Ky. 
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CPS Holders Taken 


“Out of This World” 


Wi In the late summer of 1957, scien- 
tists within the Soviet Union launched 
an earth satellite. They called this satel- 
lite a Sputnik. A few weeks later, they 
launched a second satellite, which was 
generally labeled a “Muttnik” in this 
country because it carried a dog. With 
these actions, the world entered the era 
of satellites and space travel. 

Many remarkable results have oc- 
curred, stemming from these satellites, 
and many other results will no doubt 
occur in the future. 

The armed forces of the United 
States began immediately to work at 
fever pitch to compete in the launching 
of satellites with Russia, and among 
themselves. 

A prominent and_ nationally-known 
labor leader withdrew his demand for 
a four-day week, because he thought it 
would be unpatriotic to propose a re- 
duction in the workweek when all the 
resources of the country were needed in 
this new satellite race, and, besides, he 
knew he wasn’t going to get a four-day 
week anyhow. 

Immediately, fanatics all over the 
country began a concerted attack on our 
system of public schools, proposing that, 
in general, we should junk the entire 
system and hastily copy the Russian sys- 
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CPS Certificate holders gathered at the Thirteenth 
Annual Convention for their annual dinner. 


at Annual Banquet 


tem which had, they believed, made 
possible: the. Russian successes in the 
race’to place ‘artificial moons around 
this. earth, 

Finally, the 1958 CPS Banquet Com- 
mittee «adopted as the theme of this 
meeting, “Out Of This World”, and I 
consented to speak about “Satellites and 
Service”. Let us examine some of these 
events. 


What About Our Schools? 
Many years ago, I was an educator. 


For twelve years, I served in all levels 
of this country’s educational system, in- 
cluding the elementary school, the sec- 
ondary school, and the university. I 
noted in those days what still seems 
to be true: that practically everybody 
regards himself as an expert in two im- 
portant activities: sex and education. 
You should understand that I cannot 
explain why this should be true; I 
merely note that it is a national char- 
acteristic. Almost everyone feels quali- 
fied to criticize our schools. I have 
been no exception to that rule. 

I used to criticize the schools when 
I was a school man, and I have con- 
tinued to criticize them since I have 
been in industry. For many, many years, 
our schools have been infested with 
what professional school men refer to 





(The following remarks, entitled “Satellites and Service” 
were delivered by Dr. E. F. Scoutten, vice president, 
Personnel, The Maytag Company and member of the 
Institute for Certifying Secretaries, at the CPS Banquet 
held in the Leamington Hotel in Minneapolis during 
the Thirteenth Annual Convention.) 


as the “lunatic fringe”. I think that 
when I was in education I was reason- 
ably progressive, but I am sure that I 
wasn’t a member of the “lunatic fringe”. 

I thought the child was important in 
our school systems, but I didn’t think 
the school should be “child centered”. 
In brief, as you probably know, the doc- 
trine of the “child centered” school pro- 
posed that the child should be per- 
mitted to do anything he wanted to do, 
at any given time, and that somehow 
or other if you, in effect, just left him 
alone, he would grow up to be a worth. 
while citizen fully inculcated with all 
the knowledges and skills which he 
would need. 

This doctrine placed great emphasis 
upon creativeness, originality,  self- 
expression, and something which they 
called the “psychological approach”. 
Now, I submit that creativeness is oc- 
casionally a very desirable attribute. 
There are many occasions, however, 
when it has no place at all, especially in 
our elementary schools. I harbor the 
naive notion that the multiplication 
tables have worked pretty well for a 
good many years, and probably we 
should not encourage the child to be 
creative and attempt to produce a bet- 
ter multiplication table. I know I am 
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a reactionary in this respect, but I think 
we should require the child to learn 
and use the same multiplication table 
which our fathers and our grandfathers 
used. 

I think originality is very often a 
fine characteristic, but I suggest that it 
has no place, for example, in spelling. 
I occasionally see examples of quite 
charming originality, but I suggest it 
is hardly to be desired in such an ac- 
tivity. 

Self-expression is undoubtedly a de- 
sirable attribute, but I suggest that 
when self-expression takes precedence 
over the rights and mores of the so- 
cial group, it may very frequently be 
quite objectionable. Modern art is al- 
leged to represent a form of self- 
expression, on the part of the artist. I 
happen to be among those who harbor 
the quaint notion that a painting ought 
to be recognizable, or it fails in its basic 
function which is to portray and inter- 
pret environment. I suggest that per- 
haps the “lunatic fringe” theories of 
education are basically responsible for 
the assorted nonsense which is today 
known as modern art. 

The use of a psychological approach 
undoubtedly has its merits, within rea- 
son. To some educators, this has meant 
that it was perfectly all right to request 
a child to do something, so long as 
you did not require him to conform 
with the request. They apparently be- 
lieved that whenever you began to im- 
pose requirements upon the child, you 
were no longer “psychological”. I recall 
the incident of the child who had been 
left in the nursery area of a large de- 
partment store in Chicago, while his 
parents went about their business in 
the store. At about closing time, the 
parents returned to get the child, but 
he was unwilling to leave, being en- 
gaged as he was on the back of a toy 
rocking horse. In spite of numerous 
appeals from his parents (using the 
psychological approach) and the attend- 
ant in the nursery, the child adamantly 
refused to dismount. Finally, in desper- 
ation, the attendant called the store’s 
psychologist, who solved the situation 
promptly by whispering some brief 
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message in the child’s ear, whereupon 
the child immediately dismounted, ran 
to his father and said, “I want to go 
home.” The child’s father was so im- 
pressed with this demonstration that he 
lingered a moment to ask the psychol- 
ogist what magic formula he had used 
to induce the child to comply with his 
request. The psychologist said, “I merely 
whispered in his ear, and told him if he 
didn’t get off the horse immediately, 
I would knock his ears off.” 

Now, after a history of thirty years 
or more of some degree of child- 
centered education, we are faced with a 
hue and cry urging us to adopt the pol- 
icies and techniques of the Russian 
schools. It is interesting to note and 
very important that what the Russians 
have actually done is to pattern their 
school system precisely after the type 
of schools which we operated in this 
country up through the early 1930's, and 
which we have during the last twenty- 


i —- 
| President’s Award to the division I 
| having the greatest percentage par- | 
| ticipation in the 1958 CPS exami- | 
| nation goes to the Oregon Division, | 
| for its eleven percent participation. | 
| Running a very close second and | 
| third were the Canadian Division | 
| and the Tennessee Division, in that | 
| order. | 
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five years begun to abandon. 

The Russian schools, for example, 
proceed under the notion that if the 
child doesn’t master the subject matter, 
he fails the course and presumably re- 
peats it. The Russians have recognized 
it is neither desirable nor possible to 
provide a college education for every 
person. They have proceeded upon the 
premise that some people have the in- 
herent potential to profit by high school 
and college training, while other people 
do not. They have, therefore, built their 
school system so as to sort out those 
students who have the ability to master 
secondary and university training, and 
have arranged for such students to se- 
cure such instruction. Meanwhile, they 
have relegated those students who can- 
not attain those levels to the so-called 
practical courses in the mechanic arts 
or other non-academic pursuits. Finally, 
the Russians have recognized what we 


have temporarily forgotten: competi- 
tion is a very real factor in this world, 
and you cannot outlaw it successfully 
by governmental decree or academic 
fiat. Consequently, they have permitted 
and required their students to compete 
against each other, as a means for sort- 
ing out those who are able from those 
who are unable. 


Many of you can remember when 
you were in school, and it was certainly 
true in my case, you received periodic 
reports noting your progress and attain- 
ments. These reports were couched in 
easily understood terms: you got an 
“A”, or a “B”, or a “C’, or perhaps 
an “F”. Maybe you got a percentage 
figure, but in either event, you and 
your parents knew exactly what it 
meant: you were in the upper ten per- 
cent of the class, or the middle ten per- 
cent, or the lower ten percent. You 
were being graded competitively. 


Have you had an opportunity to 
examine report cards which many school 
children take home in this country in 
recent years? My children get reports 
with strange looking symbols on them, 
such as “S” which, I am told, means 
that he is performing satisfactorily, or 
“U” which means, as you might guess, 
that his performance is unsatisfactory. 
When you attempt to find out how his 
performance measures up to that of 
other children, you are met with an 
icy stare. “We do not measure one 
child against another one. Your child 
is graded only with respect to his abil- 
ity. If he gets an “S”, he is working 
satisfactorily with respect to his abil- 
ity.” Now, I can understand this is all 
very pleasant and chummy, and also 
that even the most stupid child can pre- 
sumably qualify for an “S” without at- 
taining anything comparable to the 
level of work performed by the gifted 
child. What I want to know, as a par- 
ent or as an employer, and what the 
world in general wants to know about 
anyone, is what he can do and how he 
compares with the rest of the popula- 
tion. When we hire a new secretary, 
we are totally uninterested in knowing 
whether or not she has been working 
to capacity, but we are vitally interested 
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in knowing whether she can take dic- 
tation at the rate of twenty-five words 
per minute or 150 words per minute. 

I recall fondly the days in which 
you were not promoted to the sixth 
grade until you had satisfactorily passed 
the work in the fifth grade, and if you 
flunked the fifth grade, you repeated it, 
if necessary, again and again; and if, 
by chance, you lingered in the fifth 
grade long enough so that you got so 
big, physically, you were unable to 
squeeze into the seats, you quit school 
and got married and went to work 
someplace. What happens now? All 
you have to do to qualify for promo- 
tion into the sixth grade is to live 
through the fifth grade, and so on, 
until eventually with a sure certainty, 
you can contemplate being graduated 
from a high school. As a result, a high 
school diploma in some cases means 
nearly nothing. 

Our educators have been forced into 
this practice, in part, by the enactment 
of laws which have increasingly raised 
the age requirements for compulsory 
attendance in school. In many states, at 
the present time, the child must be 
kept in school until he attains age 
eighteen, or until he successfully com- 
pletes the high school course. This 
makes it impossible, obviously, for the 
child who cannot profit from high 
school mathematics and science courses 
to drop out of school and go to work. 
The educators, therefore, are faced with 
the problem of finding something for 
this dullard to do, so as to keep him 
from running amuck and disturbing the 
entire school. They have, consequently, 
developed such charming courses as, 
“Living Together”, “Driving An Auto- 
mobile”, and “Super Market Shopping”. 
Now, it has been argued that all of 
these practical courses are valuable, and 
I am sure they are. I submit, however, 
that they will never be of any value in 
launching satellites, introducing space 
travel or in otherwise keeping abreast 
of the scientific and humanistic ad- 
vances made by other nations in this 
world. 


When educators realized that many 
of their students could not profit from 
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reading books, and could not acquire 
real knowledge, they began to put an 
increasing emphasis upon non-academic 
activities and upon rather vague use of 
“methods” instead of “knowledge”. 
Later they began to emphasize vague 
personality characteristics, and neglected 
to ask whether or not the child knew 
anything. Instead of requiring the child 
to learn to multiply, they took him to 
watch the squirrels feeding in the city 
park. When they couldn’t report the 
child had gained any knowledge, they 
reported he was well adjusted and had 
an outgoing personality. I recall the 
case of a parent who, with some con- 
cern, went to visit the principal of the 
school in which his son was enrolled. 
The parent summarized his concern, 
when he said, “My child likes school 
very much; he is popular and is appar- 
ently accepted by all the students and 
teachers. He has been elected captain of 
several athletic teams, and is apparently 
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| Money still talks but you | 
| have to increase the volume | 
| if you want to get the mes- | 
sage through. — Wall Street | 
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quite successful. The thing I can’t un- 
derstand is why all the marks on his 
report card are invariably ‘F.” The 
principal, who obviously was an old- 
timer, said, “It’s very simple. You have 
a well adjusted child, with an outgoing 
personality, who is gregarious and pop- 
ular. Unfortunately, he is also very 
stupid.” 

I suggest we need to get back to the 
“good old days”, and begin to recognize 
that only about ten percent of the 
population can profit by a college edu- 
cation, and not more than thirty per- 
cent can profit by a real high school 
education; and we should resign our- 
selves to providing suitable non- 
academic instruction for the remaining 
majority of our people, but we should, 
at the same time, re-emphasize the im- 
portance of strict and severe academic 
training for those minority groups who 
can profit by it, and in whom lies the 
hope for the future of this country. 


What About America? 


It seems only proper that, at this 
point, we should stop to consider 
whether or not we want to make a seri- 
ous effort to save America and all it 
stands for as a way of life. The stand- 
ard of living which we enjoy in this 
country, of course, has never been ap- 
proached in the history of the world 
by any other country. Even today, with 
the rapid strides which Russia is mak- 
ing, they are far, far behind. For ex- 
ample, the Russian worker must work 
twenty-one times as long as the Amer- 
ican worker to earn a radio set; he must 
work eleven times as long to earn a 
suit of clothes; he must work thirteen 
times as long to buy his wife a pair of 
nylon hose; and ten times as long to 
provide her with a pair of shoes. He 
must work twenty-one times as long to 
earn a pound of sugar; thirteen times as 
long to buy an ounce of tea; eight times 
as long to buy a pound of butter; and 
seven times as long to earn a dozen 
eggs. 

Although any good Russian will tell 
you the Soviet Union represents the 
highest form of democracy on the face 
of the earth, you and I know it just is 
not so. In a country where all produc- 
tive property is owned by the state; 
where workers are assigned to work, 
regardless of their personal preference; 
where only a handful of the people are 
permitted to have a voice in determin- 
ing who shall govern; and where it is 
forbidden by law to accumulate wealth 
or otherwise improve your status 
through hard work, it is obvious, of 
course, that no real democracy can 
exist. 

In recent years, it has become fash- 
ionable to apologize when you mention 
free enterprise, capitalism, competition, 
or profits. I submit, without any quali- 
fication, that the race of man has as 
yet been unable to produce a better 
system than our free enterprise—capi- 
talistic system for creating and distrib- 
uting wealth among all levels of the 
population. It is only because of com- 
petition we have continuously im- 
proved the products of our industry; 
and it is only because it is possible, 
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although by no means assured, to earn 
and retain profits that we have been 
able to provide factories, equipment, 
and facilities necessary to produce the 
products and the standard of living 
which we enjoy. 

Free enterprise means merely that 
anyone shall have a right to compete. 
Capitalism means merely that anyone 
shall have a right to own a share in 
the productive facilities by which 
wealth is created. Neither of these two 
basic rights is permitted under the 
Russian system. 

I would be remiss, however, if I 
failed to direct your attention to a con- 
dition in this country which has become 
most urgent, and which requires the 
thoughtful attention of every American. 
I refer, of course, to the monopoly 
powers which have been permitted, and 
even fostered, by the government upon 
the labor organizations of this country. 
Sixty years ago, the Congress of this 
country enacted suitable laws to pro- 
hibit large industrial organizations from 
securing monopoly powers, and thereby 
abusing the privilege of doing business 
in our economy. In those days, it was 
popular to criticize “big business”, and 
to sympathize with the working man. 
Since then, remarkable changes have 
taken place. 

Today, the labor unions of the coun- 
try have long since acquired broad 
monopoly powers, and in many in- 
stances, such as steel and automobile, 
one man or a handful of men literally 
control an entire industry. These men 
have more power at their disposal than 
any business man ever had at any time 
in the history of this country. Unless 
the people of this country very quickly 
demand that Congress revise the laws, 
so as to subject labor unions to the 
same restraints and controls as apply 
to corporations, this country is headed 
straight down the road to State Social- 
ism. 

You cannot have competition when 
any force dictates for an entire indus- 
try, the labor costs which will apply in 
each and every plant. You cannot have 
a free economy in which the selling 
price of the product fluctuates to meet 
fluctuations in demand when a superior 
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force makes it impossible for you to 
reduce your selling price by requiring 
an increase in your labor costs right in 
the very midst of a depression. I do 
not have to tell you this is what is hap- 
pening today in the steel and automo- 
bile and most other industries. 


This labor monopoly is based upon 
many practices, including the practice 
still permitted in most of our states of 
requiring every employee in a plant, as 
a condition of employment, to secure 
membership and pay tribute to a union. 
Fifty years ago, some unscrupulous em- 
ployers required their employees to 
sign what was known as a “yellow dog 
contract”, whereby the employee agreed, 
as a condition of employment, that he 
would not join a labor organization. 
That practice was prohibited by law, 
and properly so, early in this century. 
Now, the same unions which fought 
so bitterly against the “yellow dog con- 
tract” are fighting just as avidly to 


Telephone operators often 
use certain codes as they talk 
back and forth to each other 
in handling long distance 
calls. They use these codes to 
speed service. For example, 
an operator will say “DA,” 
meaning “doesn’t answer,” or 
“BY” which means the num- | 
ber is “busy.” | 

One inventive operator, in 
a town serving a rural com- 
munity, came up with a new 
code. 

“The number you want is 
OMC,” she told the operator 
on the other end of the line. 

“What’s OMC?” the con- | 
fused operator asked. | 

| 
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| “Out milking cows.”—Tel- 
| ephone Lines 
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secure the opposite side of the coin, 
which is known sometimes as the union 
shop, and sometimes as the “yellow 
dog” shop, a situation in which, as a 
condition of employment, the worker 
must join and pay dues to a given 
union. Nineteen of our states have en- 
acted laws to prohibit this un-American 
and un-democratic practice. Our federal 
government, if it is really concerned 
with preserving the American way of 
life, ought to make such practice il- 
legal everywhere in this country. Labor 


leaders argue that unless all employees 
are required, against their will, to join 
the union, there will be some employees 
who will become free riders and the 
union will eventually die. These con- 
tentions are not borne out by the facts, 
because in the nineteen states men- 
tioned above, labor unions have grown 
faster than in any place in the country. 
No other organization in our country 
seeks or depends upon enforced mem- 
bership to keep it alive. There is no 
more justification for forcing an Ameri- 
can worker to join a labor union as a 
condition of employment, than there 
would be in forcing him to join any 
other competing organization. 

A few weeks ago, the Supreme Court 
of the United States handed down two 
decisions which seemed to lend hope 
for the American nation. The decisions 
were very simple, but very basic: the 
Court said that a labor union which 
violates the laws of the state may be 
sued for punitive damages in the State 
Courts by anyone who has been injured 
as a result of such illegal actions. 

Satellites are interesting subjects, but 
they are not of any real, immediate, 
practical value. A satellite is an object 
which rotates around a planet and be- 
comes an adornment to the planet, with- 
out in any way affecting the function- 
ing of the planet or the direction in 
which it is going. Many people in their 
lives lead a satellite type of existence. 
You have heard it said that those peo- 
ple are frequently the ones who go 
around in circles, and are sometimes, 
therefore, known as a “big wheel”. 

Space travel is a possibility, and per- 
haps your children and mine will have 
an opportunity to enjoy it. If and when 
it comes, however, it will come only 
because a lot of people have worked 
hard and faithfully in the laboratories 
and universities of this world to solve 
the problems which confront mankind 
in such an activity. Space travel will not 
come because a multitude of empty- 
headed sycophants follow a confused 
leader, assuring him constantly that he 
is a very remarkable fellow. This kind 
of a satellite-type person is of no prac- 
tical value in this world. 

e e ° 
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CPS PAGE 
(Continued from Page 6) 


Because the CPS program is a con- 
tinuous one, I direct a few words here 
especially to those who have not yet ap- 
plied for or taken the CPS examination. 
For the secretarial field CPS is a spe- 
cific educational goal. Though some 
may feel they cannot fully attain this 
goal immediately, progress toward it is 
an indication of the right kind of pro- 
fessional attitude. The first step is the 
requesting of an application. The sec- 
ond step is returning the application 
with the processing fee to the Head- 
quarters office of NSA. The third step 
is likely to be the planning of a study 
program in line with a diagnosis of 
needs. The fourth step is probably the 
receiving of approval to take the ex- 
amination and sending in the exam- 
ination fee. A few other steps, of course, 
remain in reaching that final goal of 
CPS. Though the deadline for step two 
is December 1, a secretary with initia- 
tive who reads this paragraph and meets 
the experience and education require- 
ments will complete at least the first 
three or four steps by December 1. The 
other steps will be reviewed on this 
page in the November issue. 

Please request the service or assist- 
ance of the Institute whenever you think 
it can help you. If I cannot assist you 
directly, I will refer your request to one 
of the authorities on the Institute or to 
NSA Headquarters. I assure you no re- 
quest will go unanswered. In writing to 
me, address your letters to: 

Professor George A. Wagoner, 
College of Business 
Administration, 

University of Tennessee, 
Knoxville, Tennessee 





ee e@ 
ansters 
to CPS Quickie Quiz 

on Page 23 
I. éc) >. ¢e} 
2. (b) 6. (a) 
3. (d) 7. (d) 
4. (b) 8. (c) 
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Chapter-at-Large 





Members of the Chapter-at-Large who attended the Minne- 
apolis Convention met with Mrs. Lily A. Okura, board contact. 


From left to right they are: 


Mrs. Okura, Amanda Traichel, 


Billie O. Glover, Sue Hedrick, Lois Sowle, Alfhild Bergman 


and Jo Ann Leppke. 


@ The annual meeting of the Chapter- 
at-Large members was held at the 
Thirteenth Annual Convention on Wed- 
nesday, July 16, 1958 at the Leamington, 
Minneapolis, Minnesota. The following 
members were present: 


Mrs. Alfhild S. Bergman, Merrill, 
Wisconsin, Chairman 


Mrs. Lois Sowle, Stillwater, Oklahoma 


Amanda Traichel, Whitewater, Wis- 
consin 


Billie O. Glover, Tuskegee, Alabama 


Sue Hedrick, Taylorsville, North Car- 
olina 


Jo Ann Leppke (Temporary address: 
2121 Sheridan Rd., Evanston, III.) 


A dinner preceded the meeting with 
the Board of Directors of the Associa- 
tion and Gladys Vedros, Executive Sec- 
retary, in attendance. Mrs. Lily A. 
Okura, First International Vice Presi- 
dent was appointed as Board Contact 
and remained with the members for 
their meeting. 


The first item of business was the 
election of a delegate and an alternate. 
Billie O. Glover was elected delegate; 
and Mrs. Lois Sowle, alternate. 

Mrs. Alfhild Bergman, chairman, 
pointed out the importance of keeping 
Chapter-at-Large members more closely 
associated with each others activities. 
The headquarters office has been re- 
quested to mail out the names and ad- 
dresses of all Chapter-at-Large members 
to these members. 

In order to keep the Chapter-at-Large 
members informed and interested, a 
Chairman and Secretary were appointed 
at this meeting. Minutes of this meet- 
ing are to be distributed to all Chapter- 
at-Large members, along with the roster 
of members. Mrs. Lois Sowle was ap- 
pointed Chairman and Amanda Trai- 
chel, Secretary. Also, along with this 
mailing, will be included a question- 
naire, requesting personal data. The 
members in attendance unanimously ap- 
proved of a quarterly newsletter to the 
Chapter-at-Large members. 

ee e 
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up for conventions. Right from the 
start repairmen working on the steps 
buzzed with the news of the arrival of 
= Vice-President Nixon. But I was greeted 
ee with, “I’m so glad to see you; one of 
i your girls fell off the plane!” It turned 
: out—like most stories of the kind—to 
i , be a statement out of proportion, but 

true. Phyllis fell down the landing steps 
and had just returned from three hours 
of X-rays at the hospital. Exhibitors 
were afriving and we felt rather im- 
portant to be the object of all their 
efforts. 

The French Provincial bedroom I was 
handed (velvet bedspreads weighed 
about fifty pounds apiece) was for a 
temporary period they said; nothing else 
available (too bad) and the rate was 
reduced for my comfort. I was settled 
in it and hoped they had forgotten about 
me for the rest of the convention . . . 
and so to bed. 


Wednesday, July 16— 





t(¢' 


a 








by Mrs. Marie Lehnert, President 
Delaware, Maryland, 
District of Columbia Division 





Tuesday, July 15— 

I rushed away from the office; took 
the train for Washington; cab to the 
airport; and off on the Viscount. Just 
time for a good steak dinner, a semi- 
snooze, and arrived at Minneapolis- 
St. Paul airport where the temperature 





was a pleasant fifty-eight degrees. NSA 
was everywhere. Limousines loaded up 
for the Hotel Leamington and the few 
visiting salesmen were lost in the sec- 
retarial conversation and laughter for 
the ride. 

The Leamington is wonderfully set 


Vivian Ryan, Minnesota Division vice president, 
registers Mrs. Marie Lehnert while Katherine 
Spencer and Caroline Moscrip wait in line. 


THE SECRETARY—September, 1958 


As I opened my baby blues this a.m. 
an announcer on the radio was saying, 
“The temperature has shot up to sixty 
degrees in the past hour! Fishing will 
be poor today.” 

The excitement was so thick you 
could feel it at breakfast in the hotel 
coffee shop. I reached out to shake 
hands with a member who put a cam- 
paign lollypop into my fist. 

Everyone was very helpful at the reg- 
istration desk and after all my creden- 
tials were in order I picked up my 
tickets for the CPS dinner, and special 
events. 

The workshops are the feature today 
and the first, a session on public speak- 
ing, was terrific. Mrs. Martha M. Hood, 
a perfect example of all she propounded 
—poised, relaxed, dynamic, and com- 
pletely charming—sent us from the Hall 
of States inspired. All of the babble in 
the lobby was about her talk. 

The Hall of States is just that, de- 
picting the states in the Lakes area. All 
about you in Minneapolis you feel the 
midwest (or perhaps it is the Great 
Northwest )—anyway you are aware of 
the vitality of this not-so-long-ago 
frontier land. 

When I finish this I want to go 
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Jean Aaron, left, and Loretto Peyton, right, of Hono- 
lulu, dressed in mau maus. They carried their mascot 


doll wherever they went. 


through my loot bag—a chic plastic 
United Airlines pouch announcing 
“Hawaii” in breezy blue letters. Filled 
with goodies, no doubt! 

The Hawaiian members and their 
doll mascot were in the lobby to- 
night, dressed in mau maus—modest, 
wholesome, un-sarong-like garb—no 
grass skirts, if you please. Leis were 
everywhere. There was another mascot 
too, Sally, from Salt Lake City. 

The human relations talk this after- 
noon was terrific too. And the exhibits 
—(pardon me, Exposition )—were so 
impressive. 
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I’m good and tired—that means re- 
laxed and sleepy, not work tired— 
especially after the beautiful sunshine 
at noon and the sour cream raisin pie 
for dinner. I think I'll let the loot bag 
wait until I get back from Open House. 
I'll drop the hand cream, hair spray, 
ruler and other samples in for now. 
Later— 

What a lollapalooza of an Open 
House! “Adding Color to the Rain- 
bow,” is off to a running start: the 
Minneapolis members put on a com- 
pletely professional musical, “The 
Wizard of Oz.” Everybody was there: 





the Straw Woman, the Tin Woman, the 
Lioness. Even the witch was beautiful! 
And the makeup and costumes superb. 
Saved the program for my scrapbook. 


The chapter girls just left. That’s the 
part I like best—all the chapter mem- 
bers gathering in one room, acting like 
schoolgirls in a dormitory. It’s the kind 
of fun you can never repeat effectively. 
The things just aren’t funny unless 
you're here when they're said in this 
particular atmosphere. It’s like trying 
to keep a snowflake all summer and 
getting it out to look at. Unforgettable 
—completely understood companion- 
ship. 

I think I'll go through that loot bag 
tomorrow. We picked up several in- 
vitations tonight and I’ve got to be up 
early for the special “Coffee and Dough- 
nuts,” in a suite of one of the members. 


—'Night Dear Diary 


Thursday, July 17— 


Suite, did I say? Well, Judy Garland 
slept there last week. “The Blue Suite,” 
and it was completely breathtakingly 
blue. Inside shutters, exquisite brocade 
draperies with ball fringe, perfect ap- 
pointments, fifty-pound quilted bed- 
spreads on what looked like eight-foot 
wide beds. Well, that’s a real conven- 
tion suite! And this one was no desk 
clerk’s mistake—our hostesses did it up 





Mary Maragakis, president of 
the Sal-Ute Chapter, Salt 
Lake City, Utah, holds 
“Sally,” chapter mascot, who 
was born at the Seattle con- 
vention. 
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Chapter 


Minneapolis 
Betty Berlin and Lil Scherling were the Wizardess, 
Beautiful Witch and Tin Woman respectively in the 
“Over the Rainbow” open house program. 


brown—I mean blue! (The coffee and 
doughnuts hit the spot too—and saved 
the cost of breakfast. ) 

he lobby teemed with earnest sup- 
porters of the candidates, this morning. 
Give-aways were everywhere. The most 
I've ever seen. One group of cam- 
paigners were wearing gloves boasting 
their candidate. Another group was pass- 
ing out rulers, and another offered 
petite boxes of candy. 

“The Star Spangled Banner” and “God 
Save the Queen,” and Clare Jennings re- 
ceiving the Order of the North Star. 
It brought a lump into my throat. Door 
prizes went to secretaries from Hawaii, 
Hollywood, Canada, Georgia, Oregon, 
New York State, and around home. You 
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Members 


Elaine Lubanski, 


just couldn’t help being filled with a 
sense of belonging. 

What a day! Have had a busy morn- 
ing. Temporary beautiful room turned 
out to be temporary. Dot moved in, and 
then both of us had to move out. I took 
our things to 91l—and we all went 
around to tell all of our invited guests 
that our party would be held in 911 
not 819. Then we rushed into the Secre- 
tary of the Year Luncheon—and just as 
we sat down in came Dot to say that 
911 was just not # for us. So we went 
back to the desk. After a happy sort of 
discussion, the clerk gave us four keys 
and told us to take our choice after 
lunch. 

The Secretary of the Year Luncheon 


































is always a sparkling affair. This one 
had filet mignon, and an air of anticipa- 
tion about it. There were six finalists. 
None of us at the table could decide 
on the best answers to the questions— 
and the judges made it sound so easy! 
Genevieve Bell, the winner, was crowned 
amid popping flash bulbs, reporters 
milling around, congratulations and 
complete approbation of the entire room 
full of secretaries. We all felt proud, 
as if to say, “That’s our gal!” 

Well, I'm glad we sat down for the 
luncheon, because we were not finished 
with the moving. After 911 we went on 
a tour of the rooms the fours keys fit. 
Two were too small (we remember 
Virginia is coming) and one had only 
two small drawers—but they all had 
TV, which we aren't going to get to 
use, I can see that. We decided on 
751—we thought. Anyway we went 
down to the desk. The bellhop cleared 
us out of 911 and into 751—Dot escaped 
and I went with the bellhop. Well, 751 
turned out to be the one with the two 
small drawers and while I was hastily 
explaining to the bellhop who was try- 
ing a skeleton key in 750, somebody 


Dorothy Daniel was cast as ““Dorothy” 

in the open house program. Maxine 
Carlson is seen as the lioness and an un- 
identified rainbow singer is in the 
background. 























© 






inside 750 said “Who's there?” That 
quick another secretary had moved in! 
So we're staying in 751. And we have 
it all straightened out with our pros- 
pective guests that it isn’t 911 now, it's 
751 where the party is to be. Off to the 
CPS dinner. 


Later— 

We stopped in a southern division 
suite for a glass of champagne (or was 
it sauterne) punch, on the way to the 
CPS dinner. Picked up a couple of 
balloons and a lot of Confederate money. 
(They say it’s goin’ to rise again down 
there, and I have no time tonight to 
call “We The People”’—you know Mer- 
rill, Lynch, and the rest of ’em.) 


Bob Slaughter sent each of us an 
orchid at the CPS banquet. The theme 
was really out of this world: each pink- 
covered table was an “orbit”; a VIP 
was its satellite. We exchanged auto- 
graphs over a glass of Napa Rose’ that 
went with the dinner. To make the 
theme complete, the Minneapolis CPS 
hostess at my “orbit,” (or should I say 
“in” it?) was named Bea Angel— 
honestly! 

There were 211 CPS holders in at- 
tendance — seventeen per cent of the 
total. CPS’s were approximately one- 
fourth of the conventioneers. Imagine 
that—from everywhere. Dr. Wells said 
that, “CPS’s have learned to walk the 
fine line between feeling justifiable 
pride in accomplishment and appearing 
to feel superior because of that accom- 
plishment.” Her congratulations mean 
a great deal because they are sincere. 

I did want to go through the loot 
bag—but I couldn’t find it even if I 
looked— 

There was a party tonight, and I'd like 
to get my things in order here. Do you 
know somebody said to me, “Didn't I 
see your clothes going through the hall 
this afternoon?” 

—So long for now. 


Friday, July 18— 

I had an appointment with a mem- 
ber this morning at 7:30 to talk about 
CPS—but golly I was too late and 
missed her! Got a message (they finally 
found out where I was! ). 
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The lobby was literally “Agog,” as 
they say. Aquatennial “queens,” were 
moving in with wardrobes—actually— 
of bouffants made of tulle and delicious- 
looking fabrics. I guess the man was 
right when he explained that my lovely 
room was to be used for the Queens’ 
chaperones (the very. idea!) and it 
would, of course, be of no use on 
another floor where the queens were 
not! They look so very young. 

Secret service men are all over the 
hotel they say—but everybody looks 
okey to me. Excitement grows as Vice- 
President Nixon’s arrival draws near. 


Later— 

Well!! They were still dropping the 
glass ashtrays on the granite floor of 
the business session when I returned 
to the sessions. 

Missed the chartered bus but took 
a cab to the Aqua Follies. Wonderful 
display! The Aqua-Dears in the water 
ballet; the singers, the dancers and the 
fabulous costumes were only half the 
spectacle. High divers performed to 
perfection, and later kept us laughing 
with their split-second clowning. The 
whole thing ended up with half a 
hundred fireworks! (They asked the 
500 secretaries to stand! ) 

Back at the hotel we learned that 
Nixon was due at 1:30 a.m. We weren't 
going to wait and gawk. But we did— 
and he came in smiling, stopping to 
greet everyone (Dot got a handshake). 
The fellow near us said he was from 
Alaska and got a bigger smile. I wonder 
if he was? Secret service men were all 
over the hotel (everybody looked like 
one by this time) and the excitement 
was at top pitch when the official party 
arrived. Gee, what a day! 


Saturday, July 19— 

I'll bet this morning’s was the most 
popular business session ever held. 
Nixon was scheduled to arrive at 11:00 
to talk to the assembly and all was 
anticipated—even the ashtrays were 
quiet—from 9:00 a.m. on. It was so 
thrilling. About five minutes before his 
entrance, the Minneapolis members, who 
had all been dressed alike in navy blue 
and white throughout the convention, 


formed a guard of honor down one 
long aisle. There must have been nearly 
a hundred of them. Again the lump in 
my throat. The Vice President of the 
United States of America! I just 
couldn't put it into words. We had 
presented him with an award for recog- 
nition of secretaries—and he had 
awarded us his interest, time, and 
genuine gratitude. 


Later— 
Well, it’s Pittsburgh in 1960. 
The new Pittsburgh Hilton. 


Later— 

Virginia called this morning to say 
she would be late and since I hadn't 
heard from her when she should have 
arrived, I called this evening. She was 
still in Baltimore! Missed the plane 
by two minutes. 

We were all dressed for the banquet. 
Orchids were everywhere tonight— 
Matson Lines presented them to every- 
one. The candles were orchid and the 
room was softly beautiful. 


We all recounted the door prizes 
we'd won. (Honestly, we've been to- 
gether all week, but haven’t had a 
chance to compare them! ) 

But the time always comes, and so 
it did tonight. We sat around for a 
while talking about the wonderful gay 
nineties entertainment and the impres- 
sive installation ceremony, but the top- 
it-off banquet ends the convention. 

Tomorrow we'll go to church, the 
Host Breakfast, have dinner, pack our 
things, and be off. I'd like to go through 
my loot bag; everybody’s saying it’s 
full of goodies. Tomorrow? 

— Night 


Sunday, July 20— 

Just sitting here in the lobby think- 
ing—Virginia never did arrive after 
all our arrangements. And Dot and I 
had a grand time sharing rooms. Do 
you know, in addition to the three 
rooms that woman had in ¢his hotel, 
she had been in two other hotels in 
Minneapolis this trip? But that’s a long 
story, and here comes the limousine. 
Where's that loot bag? 

e e e@ 
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‘‘People who get things 
done have formed the habit 
of doing things other peo- 
ple do not like to do. The 
results they get more than 
make up for the effort.” 

—William Gove, 
Convention Keynote 
Speaker 








